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PREFACE 

Because  ther©  1b  a  growing 
interest  In  the  field  of  employment; 
because  there  Is  a  need  for  real 
Christian  service  in  such  a  field; 
because,    in  most  associations,    there 
is  no   special   effort  made  to  meet  these 
needs;    this   thesis  ia  written.   Not  as 
an  exhaustive  study  of  existing  con- 
ditions and  their  remedies,   but  rather 
ai  a  brief  analysis  of  the  existing  con- 
ditions,   the  systems  now  in  use  together 
with  their  advant^^-es  and  disadvantages. 
The  author  realises  that  it  is  a  new  field 
or  rather  an  old  field  being  emphasised 
anew  and  the  information  is  presented  with 
the  hope  that  it  may  help  some  associations 
in  the  formulating  of  policies  and  a  system 
of  their  ov?n. 

It  is  the  author's  hope  that  we  will  do  well 
this  Important  piece  of   service  .and  that  the 
future  will  bring  forth  tried  policies  which 
will  guide  others  in  creating  such  departments. 
We  are  only  tacklin^  our  task  half-heartedly. 

C.   J.   D.    '^3 
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WHY 
an  Saployment  Department 
in  th© 

Youns  Men's  Christian  Association  ? 


We  havo  but  to  glance  through  the  Year  Book  to  come 
to  the  conclusion  that  moat  of  the  associations  are 
dolns  some  sort  of  employment  service  for  they  all,  at 
least  a  large  majority,  are  reporting  numbers  of  men  and 
boys  placed  in  positions.  But  a  comparison  of  these 
employment  figures  show  a  rise  and  fall  throughout  a 
period,  depending,  to  some  extent,  upon  the  employment 
conditions  ia  tho  country  at  large.  For  example,  in  1931 
the  City  Associations  reported  84,718  positions  secured 
for  men  and  boys  while  in  the  folloirins  year,  in  19'^?, 
these  same  associations  reported  only  67,9'^'?  positions 
secured  for  men  and  boys,  the  proportion  of  positions 
secured  for  both  remaining  about  the  same.  In  ^^?^   w© 
note  that  there  are  but  thirty-five  Employment  Secretaries 
and  sixteen  assistants  in  the  City  Associations.  It  is 
only  logical  and  right  to  suppose  that  the  associations 
reporting  the  1  rgest  number  of  men  placed  are  those  having 
employment  secretaries.  But  what  are  these  other  associations 
doing?  Again  it  is  but  logical  to  concluded  that  some  otlier 
secretary  is  carrying  this  task  of  employment  as  an  added 
duty  or  else  it  is  understood  that  all  the  secretaries  on 
the  staff  will  do  -whatever  employment  work  or  service  is 
needed  in  their  own  departments.  That  is,  the  secretary  that 
is  first  approached  for  assistance,  is  responsible  nd 
obligated  to  help  the  man  or  boy  in  neod. 

In  tho  first  place,  such  i  policy  is  poor  business.  And 


i[) 


in  the  second    -lace  ^h->t  ia  everybody's  business  Is  nobody's 
business.    Consequently  many  associations  h-^.ve  opened  them- 
selves to  criticism  because  of   such   "slip-shod"  methods  but 
more  than  thit,    they  are  neglectins  to  take  advantabe  of 
a  real  opportunity  for  Christian  service.   Where  can  -ve  find 
a  young  man  or  boy  in  such  a  mood  to  take  advice  and  counsel 
aa  he  is  v/hen  he  is  at  the  end  of  his  rope,    so   to   speak.   He 
is  in  ne-=d  of  help  andhe  comes   to   the   "Y"   for  assistance. 
At  this  time  we  can,    through  vocational  Guidance,    relate 
him  to   influences   and  to   the   rit;ht   Job^all  of   ?7hich  "?111 
contribute  to  the  making  of  ch'iracter,    and  -'e  establish  a 
contact  by    in'   throutih  which  we  as   "n  association  can  always 
be   a  power  for  good  in  his  life,     Geo,   H.   De  Kay,    Jr.    the 
Employment  Director  of   the  Golden  G?.te  Br-uich  of  the  Youn^ 
Men's  Christian  Association  in  San  Francisco   says  "too 
many   aasoci  "'tions  have  a   sort  of   employment   sorvice   th  t 
does  more  h  rm  than  i^ood.    Senator  Hiram  Johnson  once  said, 
*a  man  muat  eat*    and  if  we  c^.ii  assist  him  to   assure   that 
function  wo  have  made  a  vital   contact.    Just  finding  Jobs 
for  men  is   a  f:jreat   service  for  it  is   too  often  a  critical 
period  rfith  a  man  to  be  out  of  work;   but  when  true  vocational 
guidance  goes  hand  in  hand  with  this   service  and  the  right 
sort  of  friendly   spirit  is   shovra  wo  have   a  chine e  to  t^et 
into   a  man's  life  in  a  manner  that  is   seldom  offered     ny 
other  department," 

Fred  B.    WiStSins,    Employment  Director  of  Cleveland   Centr-il 
makes   the  followinj^;  statement: -"There  is  '.vithout    luestion 


a  lirGe  field  for  the  Young  Man's  Chriotlan  Asooel-ition  in 
vocational   er.ployment   service,    uaing  the  word  vocational 
to  oover  our  counselling  as  well    as  our  placement  work. 
Because  a  good  many  association  officials  have  failed  to 
realize  the   significance  of   employment  Tvork,    it  has  beon 
too  often  re^irded  as  a  comaercial   service  on  much  the  same 
plane   as  the  barber  shop,    tailor  shop  or  lunch  room;    or  as 
a  matter  5li£;htly  alien  to  the  general  purposes  of   the 
association"   This  introduces  us  into  one   side  of   the 
employment  question;   i.    e.    the  fact  that  the  employment 
service  or   the  association   should  not  be  on  a  commercl'.l 
basis.    The  other  side  of  the    luestlon  is  the  coromercial 
basis  or,    the  ch  rsing  of  fees  for  the  purpose  of  carrying 
on  the  service.   This  aspect  of  the  questioxi  will  be  dis- 
ciesed  later, 

E.   G.    Donison,    "^oloyment  Director  of   the  West  Side  Branch 
New  York  City   states,    "ona  of   the  best  features  in  our 
whole  aovomont,    raoet  neglected  in  most  associations" 

H.    P.   Wegener,    Employment  Director  of   the  Adams  Avenue 
Branch  of  Detriot,   Mich,    states  the  followins  In  regard  to 
the  em.  loynent  department  ■xacL   service:    "I  have   some  very 
definite  vie7/s  in  regard  to   the  employment  field    is   a  field 
fo-^  coastructive  Christian   service.    In  fact,    I   feel   thit 
there  is  no   dep  irtaent  of   the   association  ^hich  offers  a 
finer  opportunity  for    issiatance  in  Christian  character 
building  than  this.   We  have  inspirational  talks  four 


momlneis  i  weok  for  our  men  at  which  we  have  an  'average 
attend^.nce  of  twenty-five.   We  hive  a  Bible  class  with  =about 
twenty- five  retiistratlona,    one  nis^jht  a  week.   We  interview 
every  ne'.v  member  along  religious  lines.   We  send  letters  of 
Invitation  and  cards  of  lnt>-'Oduction  to   the  church  to  all 
strans©  inen  conino  to   our  city,    7;ho  hecoiae  moEbers  of  our 
association.   We  follow  this  up  '.7ith  invitations  to   attend 
our  Bible  class.   We   ilso  dwell  upon  the  special  need  in  a 
man's   life  when  he  comes   to   us  for  'idvice    alont-i  economic 
lines.    The  motto  of  our  departnent  is   '  s-uaro  pet>s  in 
square  holes'    and  our  system  is  build t  around  th  ^.t  idea. 
We  spend  a  great  deal  of   effort  in  tryine  to  interest  men, 
who   -^.re  who  are  deficient  mentally,   in  our  educational  work 
either  in  the  Y,   M,   C.    A,   or  in  our  wonderful  public  night 
school   system.  Merely  setting  a  man  a  job  is  the  least  of 
our  concern.   Helping  a  man  to  hold  a  position  continuously 
and  to  grow  in  it,    is  our  constant  objective," 

liSiployment  men  are  now  studying  this  whole  question  of 
employment  service  .and  expressions  like  these   ".re  coming  to 
our  attention: 

"We  are  an  institution  to  help  young  men" 

"Mo thing  is  more  important  to   a  young  man  than  the  method 
of  making  a  living," 

"As  our  work  now  takes  a  strong  vocational  turn  should 
we  not  confine  ou^^  activities  to  men  in  the  formative 
period  and  place  above  temporary  placement  or  relief, 


intelligent  vocational  counsel   and  an  effort,    long 
continued  if  necessary,    to  land  a  youn^  mtm  in  hi a 
proper  environment,'* 
Is  it  not  tine  th-it  vre  as  a  movoaent  of   service,    as  a  power 
for  the  buildiiig  of  Chri8ti:an  character,    should  a^ain  point 
the  way  and  aaaume  this  responsibility'   It  is  unfair  to   tack 
it  on  as  'in  extra  duty  to  the  schedule  of   some  secretary's 
dally  proGt'as*   la  doings  so  we  are  only   avadintj  tho  issue  and 
doing  a  very  low  grade  piece  of   service  at  that.   We  must  do 
this  piece  of   service  well  or  not  do  it  at  all.   It  is 
Importaiit  ?,s  ia  p3?ovon  by  the  testimonials  ^iven  here.    In 
elosins  this  presentation  of   "why  an  employment  department  in 
the  Y,   SI.   C.   A.?"   I  quote  the  followins  from  Geo.  H.   De  Kay, 
"I  hope  that  some  day  this  work  will  be  sufficiently  re- 
cognlssed  to   entitle  it  to  an  International  Committee  man,   I 
am  sure   that  it  should  and  could  be  ors^Jilzed  in  the  same 
manner    la  the  Y.   M.   C.   A.    Schools  and  could  be  made  a  far 
greater  force   th-ua  it  Is  aow. " 


Responsibility  and  Opportunity 


Two   fuiidaraeatal   principles  miderli©  all   rational  attempts 
to  help  individuals  who  are  in  trouble.   The  first  of  thoce  is 
the  principle  of  personal  responsibility.   We  cannot  act  as 
a  kind  providence  for  the  poor,    as  Josephine  Shav  Lowell  used 
constantly  to  remind  us.   They  must  bear  the  responsibility  of 
their  own  actions,    for  their  own  failur-es,    even  for  their  own 
weaknesses.   Tliis  does  not  mean  that  we  are   to  inflict  upon 
them  puaishaents  of  our  own  cunning  devising.   What  it  means 
is  merely   that  we  must  recotiniae  our  omi  liraitations.   We   ire 
to   respect  them  as  persona,    as  Hetjel,    in  a  saying  recently 
quoted  by  the  President  of  Princeton  University,   bids  us  do. 
If  a  man  takes  poison  he  will  be  ill  or  die.    If  he  \7ork3 
efficiently  and  saves  he  will  prosper.    Such  are  the  .general 
laws  of  nature  and  of   society.   There  are  exceptions  to  which 
due  attention  must  be  Qiven  but  the  exceptions  are  less 
important  than  our  appreciation  of   tlie  importance  of  the 
general  laws. 

Amonti  these  laws  we  aust  begin  with  that  of  the  responsibil- 
ity of   the  individual   for  his  cvn  welfare.   We  must  beoin  rrith 
the  asouaption  that  the  development  of  the  individual  is 
desirable.    Svensali   dominating  his  Trilby  is  no  prototype  for 
US,   We  are  not  to   seek  to  take  control  of  the  lives  of  others 
into  our  own  hojids.    If   they  are  in  uiif  ore  seen  danger  we  may 
warn  them.    If   they  are  v^oing  wrong  we  ciy  seek  to  persu  de 
them.    If,   however,    they    :re  ordinary  normal  ^^.uman  beings,    the 
one  thing  which  we   should  not  do,    is  relieve  them  of   the 


reapousibllity  for  shaping  their  o m  lives. 

Unconscious  porson-^l  Influence  ?jid.  even  peraoaal  advice 
are  of  course     mons  the  ocinl present  influences  in  the  making 
of  character.   This  Individual  rrho   shoulders  ultimate  respon- 
sibility is  no  isolated  Crusoe  on  his  island.   He  is  a  nemher 
of   society  under  an  infinite  complexity  of   social   influences 
and  certain  iriherited  qualities*  Yet  he  is  ■••ji  individual, 
nevertheless,    T7ith  his  orm.  ooraona]    share,    a  decisive  in- 
alienable  share,    in  the  make-up  of  his  character  and  his  for- 
tmies.    If  our  social   philosophy  or  our  ch:^ritable  iastincte 
are   such  as  to  cause  us  to  diarecard  this  principle  of  por*- 
soaal   responsibility,    let  us   expend  our  sympathy  on  animals 
rather  than  our  own  kind  -  though  again  the  animal  psychol- 
Otlats  i.vill  no  rloubt  be  quick  to  vrarn  us  that  ?;e  are  equally 
out  of  place  in  the  losrer  Iringdora. 

The   second  principle  for  un  in  our  relation  to  indJI,vi du- 
als la  p-^rhapa  beat  expressed  in  President  Eliot' a  phrase; 
"fit  opportunity  in  infirdta  variety,"   So  far  as  in  us  lies 
vre  are  to  Give  every  man   -^   fair  ch.ance.   He  is  to  be  hold 
reeponaibile  for  what  he  does  with  his  chance,   but  it  is  to 
be  a  f-:^ir  chance.    It  is   to  bo  fit  opportunity  not  liralted 
to    soae  one  particular  route  ovar  -Thich  •'•e  ourselves,    perhaps, 
or  others    -horn  we  have  in  mind    -s   suitable  precedents,   have 
traveled  -  but  such  a  fair  variety  of  onportuiiity   is  will 
in  one  or  another  of  its  ohaaes  be  likely  to  appeal  to   the    ■ 
particular     mbition,    the  latent  ca  acity  of   the  individual. 


Men   are  not   ©i;aal   and  we  c   nnot  iaake   them   so,   We  cannot 
even  offer  to   all  precisely  equal  opportunity.    The  clrcma- 
st'mces  of  our  lives  are  too   varied  for  that.    3ut   some   3ui- 
table  opportunity  can  be   offered  to   all.   We  can  try  now  one 
thins  noi7  another  mitil  we  have  struck  a  responsive  chord. 
Accordinc  to  the  sreatnesa  of  our  resources  of  iraagination 
and  experience,    we  can  put  before  those  who  are  in  mis- 
fortune and  -'/ho  wish  to   retrieve  their  fortunes  such  oppor- 
tunity as  they  require.    Even  those  ??ho   are   "dorm   ?Jid  out" 
at  the  mo .; exit  oiay  have  recuperative  power  if  a  fair  chance 
is  given  them.   But  vyhat  is  a  fair  ch  nee  for  one  is  not  a 
fair  chance  for  another.   We  must  study  our  man.   We  must 
know  our  resources.   And.  from  a  kiiowled^e  of  man  and  resources 
we  must  create  that  fit  opportunity,    that  fair  chnace,    which 
is  the  complimentary  principle  of  the  doctrine  of  personal 
responsibility. 

This  discussion  leads  us  to   the  co.iclusion  that  the  (sreat 
field  for  real   service   for  the  Youn^j  ::en'3  Christian  Assci- 
ation  in  its  employment  work,    is  in  vocational  ijuidance.   We 
must  study   the  man,    get  the  facts  and  then  as  an  M,   D.   would 
prescribe  medicine  ao   should  we.   Only  our  medicine  is  in 
the  form  of  new  relationships   and  influences.   Our  ultimate 
objective  is  to  o^t  our  raan  in  the  rijht  job  -  a  fair 
opportunity  -^ith  the  responsibility  of  aakini^  sood  or  suffer 
the  consequences.    This  leads  us   to   a  discussion  of  clientele. 


The  Question  of  Relationships 
a-  Clientele 

1  )   Employee'  a   standnoint 
2)   Employer's   standiooint 


In  the  concluding  paragraph  of  the  last  chapter,  I 
made  the  statement  thit  our  ultimate  objective  was  the 
placement  of  men  In  right  Jobs-  that  is,  as  they  say  in 
Detroit,  "square  pegs  in  square  holes".  Obviously  along 
with  this  placement  service,  other  things  of  far  more 
importance  than  finding  men  Jobs  are  going  to  be  accom- 
plished. The  primary  objective,  then,  is  this  placement 
work  out  of  which  and  through  which  we  accomplish  the 
greater  task,  that  of  building  Christian  character.  Or 
as  Jesse  Pelring  Filliams,  in  his  recent  book,  Personal 
Hygelne  Applied,  states,  "  to  teach  people  to  live  most 
and  serve  best." 

Again  let  me  retrospect.  In  the  cliscuaaion  on  reapon- 
aibility  and  opportunity  the  statement  was  mT.de  that  we 
should  recognise  our  own  limitations.  This  is  one  of  the 
vital  fundamentals  of  the  employmant  department  as  well 
ae  our  movement  ns  a  whole.  That  we  recognize  our  limi- 
tations. This  brings  us  to  the  questions  of  relationships 
under  which  we  will  discuss  the  question  of  clientele,  or 
who  shall  we  serve?  In  the  discusaion  --e  will  present  both 
aspects,  that  is  the  service  to  the  Individual  and  the 
service  to  the  employer. 

A  commission  foinned  several  years  ago  when  reporting  to 
the  Springfield  Convention  hid  something  like  this  to  say: 
''That  as  long  -s  the  employment  departments  tried  to  handle 
the  office  boy  and  tho  business  executive  with  the  same 


piece  of  machinery,  llti-le  prosi'ess  would  be  made;  but 
when  we  specialized  on  the  boy  and  the  young  man,  devo- 
ting our  enersies  to  him  and  to  his  needs,  the  employ- 
ment  work  usually  prospered.  Along  with  this  idea  of 
service  to  young  men  and  boys  comes  the  meatlon  of  the 
types  of  men  and  boys  th;  t  we  can  serve  best.  It  is 
generally  concluded  among  the  employment  men  of  the 
country  that  the  mental  worker,  as  contrasted  with  the 
industrial  worker,  is  the  best  field  for  the  Young  Men's 
Christian  Association.  In  this  discussion  of  clientele, 
I  quote  again  from  the  five  men  who  are  representative  of 
our  employment  work. 

Fred  B.  Wiggins  of  Cleveland  states,  "the  mental  worker 
will  probably  continue  to  be  our  largest  field,  although 
many  associations  are  now  training  mech^.nic3,  and  we  hope 
within  a  few  years  to  be  some  factor  in  supplying  mechan- 
ical workers."  Quoting  Mr.  Wiggins  further  and  in  this  we 
have  the  employers  reaction  as  well  as  the  type  of  men 
with  whom  we  deal  mostly;  "  the  manager  of  a  proraiaant 
wholesale  house  here  telephoned  us  within  a  week  that  he 
wanted  two  clerks  and  had  called  up  three  employment  bur- 
eaus and  the  Y.  M.  C.  \.  He  hired  both  men  from  those  we 
sent  and  called  us  up  to  say  that  the  type  of  men  :?e  were 
handling  was  so  evidently  superior  to  the  raen  that  come 
from  the  other  offices,  he  would  always  give  us  the  pre- 
ference in  the  future."  Another  incident  from  Mr.  Wigoins 
exoerience:  "  not  long  ■'.go  I  sat  waiting  for  an  interview 


In  a  business  office,    I  could  hear  the  raanager's  voice 
through  a  glaas  partition.    Presently  I  he-rd  the  ir.anaGor 
callinG  the  Y.   M,   C.    A,   on  the  telephone  and  he-'.rd  hia 
ask  for  a  youiig  man  clerk  and  a  typiat,   He  hung  uo  the 
receiver  and  in  a  raoment  called  again,    getting  a  Labor 
Bureau  .and  asking  for  several  factory  nien.   When  I  i^ot  to 
talk  with  him  I   asked  him  why  he  did  not  ask  for  the 
factory  men  when  he  had  the  Y.   M.   C.    A,   on  the  line.    'Well, 
he   said,    *vre  would  like  to    patronize   the  Y.   M,    C.    \.    but 
it  doesn't  aeem  to  be  of   ^my  use  to  ask  for  that  type  of 
raan.   You  can't  deliver  them.'    I  think  he  expressed  vrhat  is 
in  the  minds  of  a  Q^od  aany  business  men.*' 

H,   F.   Wegener  of  Detroit  states:    "  I  think  the  employ- 
ment  service  field  is  lirdted  to  the  type  of  membership 
that  customarily  Joins  the  Y.   'f.   C.    A.    I  would  s-y  that 
seventy-five  per  cent  of  our  applicants   ",re  the  clerical 
type  or  mental  workers.   The  other  twenty-five  per  cent  are 
industrial.   Our  service  ia  li;;.ited  to  the  type  of  men  7?ho 
join   the  Y.   M.   C.    A." 

Geo.    H,    De  Kay  of   San  Francisco   states:    "we  do  not  attempt 
to   serve  all  classes  of  men  but  confine  our  work  more  to 
clerical,    sales  and  technical  ?rork.   This  is  done  for  several 
reasons.   The  laboring  class  t^enerally  prove  to  be  an  un- 
stable floating  eleg^ent  with  whom  rre  can  do  no  real  good  in 
securing  them  labor  jobs.    The  state  and  various  labor  agen- 
cies take  care  of  this  class  in  a  manner  they  are  accus- 
tomed to   and  if   such  men  go  wrong  on  the  Job  the  employer 


takes  it   ■>.s  part  of  the  [£'me.    If  -ve  send  the  same  maxi  and 
he  goes  wrong  we  will  more  oft-^n  than  not  be  severely 
blamed  for  sending  him  out.   Also  the  real  need  is  with  the 
young  men  who   are  starting  in  life  and  need  advice  and  help 
in  GettiniS  the  right  chance  or  it  Is  with  men  7;ho    ^re  in 
the  wrong  sort  of  work  .and  need  ■?.  chance  to  get  into  their 
proper  apherea.   We  do  handle  such  calls  for  labor  as  are 
incideiital  with  eraployers  using  ua   as  a  service  and   are  glad 
to  help   them  but  w©  do  not  go  after  this  in  bulk." 

E.   G.    Denison  of  New  York  states: "our  service  generally 
is   to    the  laembers  of   the  type  that  represent   the  largest 
bulk  of  aembership.   In  some  comxaunities  it  might  be  run  as 
a  bureau  for  the  whole  community.    I  think  Detroit  may  be  an 
example  of   this  kind  of  work.   Our  department  is  mainly  for 
commercial  workers  and  technical  men,    such   as   are  taught  in 
our  ^educational  department," 

J.    P.   Hallwachs  of  Chicago   states:    "Almost  all  of   the 
men  we  serve  are  of   the  mental  worker  type  principally 
office  or  technical  workers.   We  do   serve  some  salesmen  but 
as  a  matter  of  policy  the  department  does  not  concern 
itself   -1th   sales  positions  which  do  not  guarantee  a  drawing 
account  or  salary  or    -oth.    And  very  rarely  are  men  placed 
in  positions  which  guarantee  a  commission  only.    This  is  duo 
to  the  fact  that  we  are  on  the  so-called  coiJiuercial  basis 
and  when  such  a  m-vji  is  placed,    the  average  weekly  salary 
in  commissions  for  over  a  period  of  a  month  is  computed 
an  the  rate  is  charged  accordingly." 


It  l3  Interestlrit;  to  note  that  In  spite  of   the  difference 
in  basis  of  operation  all  ai'o  as^eed  that  ■ve,    the  Young 
Sen's  ChriGtian  Association  should  oervo  zien     nd  boys, 
especially  young  aion  and  that  by  virtu©  of  our  traditions, 
atmosphere  etc.,    we  can  supply  a  hi^lrier  type  of  young  mrm  or 
boy  thstn  en  bo  obtained  througli  the  other  asencies.    A.lao 
these  men  are  atS^Peed.  that  our  field  ia  atUi  the  mental 
workers  and  we  should  let  the  other  agencies  take  c-ir©  of 
the  labor  and  Industrial  class  unlOvnp.  It  is   d.   service  i:7hich 
is   JuGt  i/ici'^ental  to   the  regular  program.   We  must  recog- 
nize our  liraitations,    chose  our  field   ?.nd   then  concentrate 
our  efforts.   Do  well  this  Imiortant  piece  of  association 
service  and  if  t^b  are  doing  employment  service  on  a  small 
scale,    do  it  thoroughly. 

Along  with  this  discussion  of  the  type  of  men  served  by 
the- employment  depiirtment  coines  the  question  of  the  rolation- 
ahip  ^s'lth  the  employers  of  the  oomctunity.    This  question  was 
intimated  a  little   e5.rlier  ia  the  discussion  ^"uid  now  w©  will 
take  it  up  a  little  more  s:  f^ciflcally.   :juoting  again  from 
the  five  men  mentioned  before. 

Mr,   Wiggins   states, "the  attitude  of  the  employer  toward 
the  Y.   ?:.   C.    A.    service  is  very  favorable.   M.-ny  Cleveland 
eoncenia  give  the  X.    !,:.    C.    A.    the  first  chance  on  their 
business  and  if  we  cannot   supply  the  man  they  then  advertize 
or  call  elsewhere.   The  fact  that  in  nany  cities  cotmercial 
bureaus   nxist  and  are  allowed  to  charge  forty,    fifty  cr 
sixty  per  cent  of   the  first  fflotith's  salary  --s  a  ..laceaent 


fee  gives   the  Y.   M.   C.    \.   a  ^reat  opoortunlty  to  deliver 
^Dung  men  frorc  the  operations  of  these  ■bureaus,"  In 
addition  to   thla  Mr.   Wl^-slns  i^;lv©3  the  two  expediences 
already   pouted. 

Mr.   Wegener  aays   "the   employ-^ra  of  Detroit   are   strong 
for  our  department." 

Mr.    De  Kay   states   "  at  present    --f  have  flft'^en  thousand 
employero  In  San  Frmclsco  on  our  active  aalllnG  list,    T7e 
are  dealing  with  them  constantly  and  keep  la  touch  by  means 
of   the  Bulletin,    etc.   Their  reaction  to  us  Is  extremely 
favorable.   Many  deal  with  us  exclusively  and  are  staunch 
supporters  of   the  association.   We  often  form   the  oaly  point 
of  contact  between  the  firm  and  the  association.   It  la  one 
thlna  to   solicit  a  subscription  from  a  firm  and  tell  thorn 
of  the  s^od  work   the  association  is  doing  the  community;   but 
this   statement  may  be  only  abstract  as  far  as  the  particular 
firm  Is  concerned.   But  to   toll  them  that  ve  are  ready  to 
take  C2.ro  of  all  their  employnent  calls   and  to  render  them 
a  direct  personal   service  brings  tho  work  home  to  theu..   Many 
firms  in  the  city  rely  on  the  men  wo  send  and  hire  on  our 
recon-.mendation.    Some  so   even  further  and  ask  us  to   tliem  with 
their  employn.cnt  ::;roblem8,    turnover  in  labor,    r^orklnei 
conditions,    etc.    All   this  work  helps   tie   the  association 
closer  to   the  comnunlty   and    strensthen  our   oositlon." 

Mr.    Dealaon  states,    "letters  la  our  files,   personal 
statements,    prove  to  uo   that  hundreds  of   em^loyrnent  directors 
and   employers   appreciate   and  value   this   service.    Their 


continued  use  of   the  dif»p-).rtnient  from  yf?ar  to  year  would 

prove  it." 

Mr.  Hall7?achi3   states,    "  at  first  we  had  sore  complaints 
but  after  the  enployera  realized  what  ine  were  tryin-^  to  do 
they  save  us  tl'^ir  her.rty   r.up;ort.  You  see,    ^e  ^ero  on  the 
niembership  basis  prior  to  March,    1~^^  r.nd  ^hen  we  Trent  on 
tho  -ronent  baais  th<?  employers  did  not  understand.  We 
are  in  direct  competition  rlth  a  number  of  cocuaercial 
aGcncies  an^  rre  serve  a  large  s^o«P  on  employers.  Our  fees 
are  bised  on  a  certain  per  cent  of  the  first  w^eks  salary 
and  thl3  percentage  increases  in  proportion  to  the  amount 
of  the  remuneration.   Our  service  is  much  lower  than  the 
lowoBt  outside  commercial   asency   and  it  pen:ilts  this 
part  of  our  program  to  be  on  a  self-sustaining  basis." 

A«s  in  n^ny  of  the  other  phases  of  our  aBSociatlon  work, 
the  commurilty  soon  recosai-es  the  service  vre  are  renderins 
.  and  is  not  Ions  In  Giving  ^cir  auprort.   The  writer 
realises  that  at  present  there  are  two   systems  or  types 
of  operation,    the  comir.erclal   and  the  memberahip,    exi^  that 
considerable  can  be  said  for  both   syster^s.   This  discussion 
.rill  be  taken  up   at  length  later  on  but  it  ^111   suffice   to 
say  here  that  in  spite  of   the  difference  in  basis  of 
operation,    both  types  not  only  agreed  as  to   the  field,    tynes 
of  men  to   be   served,    ano   objective  but,    on  the  final 
analysis,    their  rr.ethods   ^re  very   similiar.    The  only  difference 
then  is   the  basis. 


In  concludlnfei  this  discussion  relatlonahips  -re  must 
recall   two   things  which   seem  to   be  resolved:    i)    that  the 
type  of  young  men  and  boys  now  in  our  memberahip  is  a 
fnlv  example  of  the  young  men  and  hoys  w©  shoulrl  aep'k   to 
serve  through  our  esiploynont  department  ind  that  the  major 
pirt  of  our  effort  be  in  that  direction,    ^)    that  out  of 
a  real  conscientious  effort  to   serve  the  young  men  and  boys 
of   the  community  in  the  field  of   employment  with   particular 
emphasis  upon  our  Christian  methods,    '.ve  will   establish, 
within  the  community,    a  feeling  of  cooperation  and  good-will 
which  in  turn  may  be  the  i.;ateway   to   lar(.;or  fields  of   s   rvice. 
Viewed  in  the  litsht  of  the  ye-rs  to  come  and  the  years   thit 
have  passed  we  had  better  recognize  our  limitations,    then 
concentrate  our  efforts   -and  do   well   this  iiaportant  function. 


A  Presentation  of  Four  ?ollcisa  and  Systems 
Now  in  Ot>  oration 
I-  San  Francisco,  Cal. 
II-  Cleveland,  Ohio. 
HI-  Detroit,  Mich. 
IV-  mxier^o,  111, 


In  tlie  following  nages  the  enroloyment  noliclos  and 
the  methods  now  in  operation  will  be  dlscuaaed.   Along; 
with  t^o  general  discussion  of  noliciea  and  methods,    I 
will  nresent  most  of  the  forma  in  use  in  the  foiir 
systems  named  in  the  title  of  this  chanter,   TTith  this 
exhibit  of  forira  will   be  a  brief  discrintion  of  their 
uses  with  no  attempt  at  an  exhaustive  analysis.   While 
the  basis  of  orieration  may  come  urj  in  the  presentation 
of  the  TJOlicy,    it  will  not  be  discussed  here.   A  seoerate 
char>ter  is  to  be  devoted  to  this  discussion. 

As  I  orosreas  in  the  work  of  this  whole  thesis  I 
realize  my   limitations  and  it  is  with  the  hooe  that  this 
will   bo  but  the  beginnine;  of  the  effort  to  obtain  more 
detailed  information  on  tliio  field.    Every  time  emoloyment 
men  get  together  they  are  continually  trading   exrjeriencea 
but  there  is  no  centralized  bureau  from  ?/hlch  this 
information  can  be  broadcasted  or  our  efforts  correlated, 
With   this  tliought  in  mind  I  v. ill  Include  the  naaes  and 
addresses  of  the  men  who  have  been  so  cordial   in  helping 
me   bo  colloct  the  data  contained  in  these  nageSj  in  the 
biblio..ranhy  at  the  conclusion  of  this  thesis.    In  fact, 
the  material  presented  by  these  men  from,    to  a  large 
degree,    the  bulk  of  the   thesis. 

It  is  with  extreme  thankfulness  that  I  take  this 
onriortunity   to  exoress  my  aprireciation  for  their 
valuable  assistance  and  cordial  cooperation. 

C.    J.    D.    '^3 


I-  San  Francisco,  California. 
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The  following  is  a  oresentation  of  th^  eni'oloyment 
policies  and  forms  of  the  Golden  Gate  Br-^nch  of  the 
Young  Men's  Christian  Association  in  3'ui  Francisco, 
California,    I  am  indebted  to  Geo.   H,    De  Kay,    Jr.    for 
the  follOTTins  information  whidi  I  quote  verbatim.   Mr. 
Do  Kay  is  the  Etaoloyment  Director  and  is  one  of  the 
few  successful   eaoloyment;  aen  in  the  association 
service, 

"After  the  Armistice,    and  until  July  I, 19^1,   all 
ex-service  men  were  given  free  enrtloyment  service  upon 
showing  their  discharge  tiartera.   This  work  waa  carried 
on  on  this  basis  until   the  period  had  passed  !7hen  the 
worthy  ex-sorvice  men  needed  our  assistance  in  reestab- 
lishing themselves  in  civilian  life.  We  finally  reached 
a  ooint  where  the  men  asking  for  heln  on  the  basis  of 
their  sjcmy   service  were  the  class  of  men  who  will   try  to 
live  the  rest  of  their  life  u-^on  this  record,   Utj  to  this 
time  emrdoyment  vraa  found  for  nearly  eight  thous-Jid  ex- 
service  men  from  this  one  office.  We  received  a  subsidy 
from  the  War  Work  Council   in  New  York  covering  ^art  of 
our  expenses  for  this  work.   According  to  figures  given 
by  the  New  York  office,    the  San  Francisco  Association 
handled  a  little  more  than  ten  ^^er  ceiit  of  all   the 
emt)loyment  business  done  by  the  associations  of  the 
United  States, 

After  discontinuing   the   service  as  a  gratuity  to 


ex-service  men,  -e  resumed  operations  on  oiir  former 
T)lan,  which  corisldered  the  Emnloyiaent  Department  as 
one  of  tlie  membership  orivilegos  of  the  association. 

We  have  in  operation  a  social  memberahir)  costing 
five  dollars  a  year  which  Giv!?s  a  man  all  of  the  riri- 
vileges  of  the  association,    excepting    L.hose  included  in 
the  Physical  Denartment,   If  an  arjol leant  for  work 
oresented  a  aemberahin  card  from  ajiy  Association  ixa  the 
world,    it  W9S  honored  by  us.    If  the  a-?olioant  did  not 
hold  a  member shin,   he  was  informed  that  it  would  be 
necessary  for  him  to  become  a  member  of  the!  association 
in  ord^r  to  enjoy   the  orivil^es.    In  takini;  out  a  social 
member  shin,    an  aoTSlicant  is  always  given  to  understand 
that  his  membershirj  is  good  for  a  year,    that  we  guarantee 
employment  for  him,   or  failing  to  do  so  will  allow  him 
at  any  time  to  turn  in  his  card  and  have  his  five  dollars 
returned.   By  doins   this  a  man  with  liriiitec!  resources  is 
assured  that  he  is  xiot  spending  five  dollars  with  a  chance 
of  not  securing  emr)loyment  and  of  not  seeing  his  money 
again.   About  fifteen  nor  cent  of  the  men  joining  for 
employment  service  take  advantage  of  this  refund  privilege. 
It  is  a  great  insurance  for  us  against  comrjlaints  and 
fault-finding  and  meets  with  the  hearty  annroval  of  the 
business  men  of  the  city. 

In  operating  our  der»artment  we  are  in  direct  compe- 
tition with  a  number  of  coromercial  em^lojiaent  agencies 
who  charge  from  twenty-five  to  thirty-five  oer  cent  of  a 


man's  first  month's   salary    is  a  commiaalon  for   aocurlng 
him  work.    It  Is  not  hard  to  coavince  a  man  of   the  value 
of  our  nieubershiT?  card  when  we   exr)ialn  the  rates  he  T/ould 
hav??   to  nay  i.:  these  agoaciee.   As  an  additional   service 
vie   send  to  the  references  a  man  gives  and  keeo  on  file 
the  answers  to  our  queries.    These  ajsist  uo  in  niacins  a 
man  and  also  enable  us  to  go  to  our  business  aen  with  the 
slogan  that  all  men  hired  tlirough  our  department  are 
carefully  iavestie.ated.    An  anolicant  is  at  liberty  to  refer 
any   one  to  our  files  for  information  ret^ardin^  him. 

Of  course  many  men    7ho  come  to  us  are  absolutely  unable 
to  oay  five  dollars  for  a  member  shir)  card.    In  the  majority 
of  these  cases  the  men  are  themselves  to  blame  for  their 
finaaciil  condition  but  we  explain  to  them  that  they  will 
be  given  assistance  until   they  are  in  position  to  become 
membors.    This  assistance  is  in  the  form  of  temporary  7?ork 
which  will  -oay  a  man  quickly  and  vrhich  also  gives  us  a 
chance  to  find  out  how  earnestly  he  desires  to  helr>  him- 
self.   The  majority  of  men  so  taken  care  of  orove  to  be 
floaters,    who  either  refuse  the  work  or  work  a  day  or   so 
and  quit.    However  no  man  can  say  that  he    vas  refused 
assistance. 

When  a  man  registers  for  emrjloyment  he  is  given  card 
#1    and  required  to  fill  it  out  carefully.    This  card  is 
filed  according   to   the  classification  of  r?ork   the  uan  is 
asking  for.    Should  he  have  ...ore  than  one  'profession  or 


•«^ 


LAST   NAME 


GIVEN    NAME 


REGISTRATION  CARD 


FILE   NO. 


Kind  of  work  wanted? — 

What  else  can  you  do? 

Address - - - 


Age 

What 
schooUng?.. 


Married  or 
Single?- 


Height? Weight?- 

Rehgion? 

Army  or 

Navy  service?- 

How  many  positions 

IE  last  five  years? 


Salary  Expected?.. 

Where  is 

.Phone. _ your  •'  home?  " - 

Number  of  Bu-th- 

dependents? places- 
Technical 

training? 

What  physical 
defects,  if  any? 


LEAVE 
BLANK 


This  btireau  is  one  of  the  privileges  of  n)«> 
is  extended  to  others  only  in  special 

.ill  ar" 
/ 


PH 
HA 
MEMB. 


INT 
G.V. 


LEA 


TO 


RF 


hip  in  the  Young  Men's  Christian  Association,  its  nse 
iscretion  of  the  Secretary. 


USE   THIS   SIDE   ONLY 


Last  Name 


KIND  OF  WORK  WANTED  . 


Given  Name 


What    el«e    can    you    do?- 


TO  CORRESPOND  WITH  YELLOW  REGISTRATION  CARD 


^1 


READ  CAREFULLY 


Y.  M.  C,  A. 

Employmeiit  Service 

WE  ARE  NOT  a   CommerciaE  Employment  Bureau  charg- 
ing  10  to    30  per  cent  of  a  month's  salary  on  evfiry   job 
secured.       We  could   be. 

NOR   A   big   free   Labos-  Offics  baudlirg   men   ty   tbe    thou- 
sands.   We  couldn't  be.        That  is  the  field  of  the  State 
and  United  Slates,  and  is  well  covered. 

WE  ARE   an   Employment  SEivice  for     iAssociation  Mem- 
bers.      We  charge  no  feea. 

JOB  INSURANCE 

A  membership     costing   $5. CO  a    year  gives     Social  and 
Educational  as  weii  as  Employment  privileges. 

It  guarantees    a   job.        We    will   cheerfully  j-efund  your 
money   should  you  fail   to   secure  employment. 
It  hcldo   good  for   twelve  months. 

WHY  MEMBERSHIP? 

We  have  found   that  members  make  good. 
It  is  a  symbol  of  your  good  failh   to  us  and   to    the  em- 
ployer. ^ 
It   enabfes   us   to   look   up  your   references,   hold   them   on 
file,   end   send   you    cut   as  a  man   we   know.        You   can 
at   any   time  refer   employer   to  us  for     copies  of  your 
recommendations. 

NO  RISK 

A   membership   is   all    win   for  the   member.        He   cannot 
lose.        Can   you   afford    to   he   wilhout   it  ?  t^^ 


or  trads,    colored  tabs  ire  uaed  indicating  various  other 
clasaifications  which  will   show  at  a  Glance  the  tyne  of 
aan  ^0  may  need  to  fill  a  oosition.    Card   ''2  Is  filled  out 
and  filed  ^.Inhabetically,    This  enables  us  to  quickly 
locate  any  roan's  card  when  he  calls  for  interview.    After 
a  man  has  been  -placed  in  a  raosition.    or  has  failed  to  call 
for  a  nerlod  of  two  weeks,   his  resistration  card  is  filed 
alphabetically  and  the  ?;hite  card  removed  from  the  files 
and  destroyed.    The  alin    '3  is  tsi^en  to  each  man  when  he 
first  inquires  about  reel staring  for  work,    as  it  care- 
fully  gxr>lains  our  tjolicy  to  him. 

The  characters  ?H,    INT,   I»5A,   HA,anr'  GV  are  used  in  our 
ratine  estiraation  of  a  man.   We  base  this  on  a  sc^lo  of  ten 
for  oeT'fection  and  inasmuch    is  the  men  very  often  see  their 
arjnlication  card,   ^ve  use  the  characters   ^s  abbreviations 
of  •ohyaical,    intellieence,    leadershirj,    ch'iracter  and 
general  value  with  regard   t,o  tJie  work  arjrjllod  for.   There- 
fore,   although  a  aan  may  have  a  very  low  rating  in  our 
estiaiation,   he  will    see  not?:ins  to  take  offense  at. 

We  secure  car  positions  from  emr^loyers  through  various 
channels.    One  secretary  from  this  department,    of  which 
there  are   three  on  duty,    spends  sis  much  tine  as  possible 
callins  on  flrma  exolainlns  our   service  end.   solicitins 
their  business,  We  also   secure  as  much  oubliclty  as 
■possible  through  the  news^aoers  usin^  their  advertising 
columns  freely  and  we  adverti-e  positions  ooen  to  be 
filled  by  men  and  likewise   send  a  noathly  bulletin  to  all 


Help  Applied  For 


No.  Wanted 


D^te 


Number 


Name Address 

Telephone Business Apply   to 

Age   Limits Place  of  Work Hours Wages.. 

Requirements; 


Followed 
up 


Date 


REFERRED 
Name 


Result 


EMFLOYMSNT    DEPARTMENT 

Young  Mens  Christian  Association 

TEUEPHONE    FRANKUIN    46  1 

San  Francisco,  Cal., 19 

Mr 

This  will  introduce 

For  the  position  of at  your  disposal 

Employroenl  Secretary 

C^This   introduction   must   not   be   understood   as   a  recommendation.    We  examine, 
however,  into  the  references  of  applicants,  and  I<eep  on  file  information  received. 

I  0  bs  signed  by  Employer  and  returned  to  Employment  Department 
Y.  M.  C.  A.  by  Applicant  or  Employer: 

'  have  not '"^P'""^^  ^^^'''' 

Employer 
EMPLOYERS  WILL  KINDLY  RETURN  THIS  DULY  SIGNED 


^a" 


SAN  FRANCISCO 

YMCA 

EMPLOYiVIENT 


I 


7 


SERVICE 


V 


^ot 


an  a 


gency 


I 


1 1 


:^L 


MR.  EMPLOYER  ! 

Are  you  taking  full  advantage  of 

ihe  Y.M.C.A.  Employment  Service  ? 

IT  IS  YOURS  TO  USE  ALL  TIMES. 

Do  your  "Blind  Ads"  bring  a  flood 
of  application  letters  to  be  gone 
thru? 

Does  your  direct  ad  or  verbal  re- 
quest bring  a  host  of  unsatisfactory 
applicants  to  take  up  your  time  in 
Interviewing? 

We  can  save  your  time  thru  prelim- 
inary Interviews.  We  can  save  you 
money  by  advertising  for  your  man. 

IT  COSTS  YOU  NOTHING. 

IT  IS  A  PART  OF  OUR  SERVICE. 

O'jr  men  are  members  of  the  Young 
en's  Christian  Association.   They 
ire  carefully  Investigated.  (Average 
ihree  written  reference  each.)  They, 
too.  use  this  department  as  an  Asso- 
ciation Privilege.   There  is  no  ex- 
norbltant  fee  of  20^  to  40^  to  pay. 

In  an  emergency  we  can  usually  supply 
■ou  promptly  with  a  suitable  man  for 
our  purpose.   However,  It  is  much 
better  If  we  can  be  given  a  day  or  two 
notice  In  which  to  find  just  the  man 
you  want. 

CARE  COi^ES  FIRST 

Just  phone  Franklin  461  or  let  us  cal] 
personally  for  your  Instructions. 


MR.  EMPLOYEE  ! 

$5.00        or        125.00    ? 

Do  you  know  that  the  Y.M.C.A. 
maintains  a  free  employment 
service  as  one  of  the  many  Associ- 
tion  privileges? 

Why  pay  from  25^  to  4=0%   for  a 
position  when  you  can  secure  a 
SOCIAL  MEMBERSHIP  in  the  Young  Men's 
Christian  Association  for  $5.00 
that  will  give  you  the  same  results 
for  a  years  time. 

Besides  Employment  Privileges 
the  social  membership  gives  Social 
and  Educational  privileges,  it 
covers  the  use  of  reading  rooms, 
games,  etc.   It  is  good  for  a  year. 

Employers  call  on  us  for  men  be- 
cause our  members  make  good. 

Nearly  two  thousand  men  have  been 
placed  in  positions  during  the  past 
ten  months . 

Ask  the  secretary  about  our 
guarantee. 


Y.M.C.A. EMPLOYMENT  SERVICE 
Franklin  461 
220  GOLDEN  GATE  AVENUE 
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the   firmo  with  whoci  we  hovo  done  buflinoag  la  the  naat. 
These  bulletins   (see    '^6  and  /'?)   take  th'>   form  aometlmea 
of  oractically  a  letter,    other  times  a  list  of  aprjiicants 
available  for  nositions.    They  have  ')rovQn  one  of  the  very 
best  means  in  holding  a  firm's  business  because  they  keeo 
our   service  constantly  before  tJie  business  man  and  educate 
them  to  the  noint  that  they  w^'ill  naturally  think  of  the 
X.    M.    C,    A.    ]?Iinr)loyraent  "Henartraent  as   soon  as  they   are  in 
n^ed  of  additional  hel^^i.   When  a  call  for  hel'>  cones  in  to 
us,    it  is  listed  on  card    '.'h  and  carried  in  our  file 
according  to  the  claasification  of  work  called  for,    A 
record  i^  kent  on  this  card  of  the  men  sent  in  answer  to 
this  call  and  when  the  position  has  been  filled  or  the 
call   cancelled,    the  card  is  removed  f^-'om  tJie  file.   These 
cards  are   then  used  to  nlace  additional  names  on  our 
malllns  list  after  which  they  are  destroyed,    -5  is  given 
to  the  anolicant  ••/hich  sss'Ves    as  a  nethod  of  introduction 
and  the  result  of  the  interview  is  noted  on  the  return 
911t5   attached  below  'Thich  is  returned  to  the  emnloyment 
office.    The  yellow  slir?  is  our  duplicate  of  the  foraal 
introduction.    ''3  is  the  refeaence  blank  which  is  sent  to 
the  references  given  by  the  arjtslicant  and  then  filed  in 
the   emoloyaent  office," 


II-  Cleveland,   Ohio. 


The  ©ffioloyment  department  of  the  Cleveland  Association 
is  onsrated  on  the  memberahiD  basis,  Its  service  being 
free  to  members  of  tlae  Cleveland  or  any  other  association. 
The  departti9nt  is  given  each  year  a  small  r,orcenta^e  of 
the  membership  recoiots  and  this  permits  the  deT5artment 
to  nay  its  -vay  and  be  self-sustainine.  This  is  only 
lesitimate  as  the  department  sella  a  great  many  member- 
shir)S  direct  for  a  good  many  join  to  get  this  service.  The 
social  membershir)  which  includes  this  employment  service 
costs  seven  dollars  the  first  year  and  five  dollars  on 
renewal . 

The  de'^artment  specializes  on  tlie  same  ty^^e  of  man 
found  in  the  member 3hir>,  Its  machinery  is  geared  to  take 
care  of  the  young  man  consequently  the  denartment  does 
not  seek  or  ^et   calls  for  the  executive  or  high  grade 
man.  Although  the  aim  la  to  serve  all  men  there  are 
limitations.  Every  ar)plicant  is  given  attention  but  the 
department's  field  is  among  young  men  and  boys  of  the 
ty^e  generally  found  in  the  membership. 

The  following  form  are  in  use  in  the  der)artment : - 
/n    is  the  card  which  is  given  to  tlie  applicant  and  explains 
the  general  pur^^oso  of  the  department,  the  basis  of 
Operation  and  the  general  condition  of  the  emrjloyment 
contract.  /'2  is  the  general  interview'  slin  which  each 
apr^licant  fills  out.  He  is  given  a  number  and  must  await 
his  turn  for  interview,  "3  is  the  formal  introduction 
card  which  is  given  to  the  arjolicant  to  be  rjrosented  to 


THE  YOUNG  MEN'S  CHRISTIAN  ASSOCIATION  OF  CLEVELAND 

VOCATIONAL    EMPLOYMENT    DEPARTMENT 


HOURS     FOR 
8:30  TO   I2;30 


INTERVIEWS 

4:30  TO   5:30 
MONDAY   AND  THURSDAY   EVENING     6:30  TO  8:00 
pnosptCT  2200  F    B    VI/IGGINS 


CENTRAL    2202 


V    L    GERFEN 


Sec'ys 


One  of  these  slips  to  be  filled  out  each  thue  you  come  for  an  interview 

NAME    

ADDRESS    - - - 

\Vliat  Kind  of  Position  You  Want - 


Wish  to  see  Mr. 
Date 


No.. 


You  will  be  called  when  this  number  is  reached 


X. 


A  prompt  report  of  the  results  of  tKis  interOiew  will 
contribute  to  our  efficiency. 


M^ 


INTRODUCING 


For  Position  of 


Fred   B.   Wiggins,  Director 
V.  L.  Gerfen,  Associate 


Respectfully, 

The  Vocational  Employment  Department 

"Voung  Mens  Christian   Association 


NO. 


CONFIDENTIAL 

APPLICATION    FOR    EMPLOYMENT 

YOUNG    MEN'S   CHRISTIAN    ASSOCIATION 
CLEVELAND 


The  Vocational  Employment  De- 
partment, like  other  privileges  of  the 
Association  is  for  the  benefit  of 
members. 


Non-members  can  secure  registra- 
tion only  by  joining  the  Association. 

Members  of  other  associations 
must  transfer. 


While  the  Department  will  make  every  possible  effort  to  locate  a  man  satisfactorily, 
yet  it  cannot  absolutely  guarantee  employment  to  any  applicant. 

No  member  can  secure  more  than  two  positions  through  the  Department  within  one 
year's  time  after  application  is  filed. 

It  is  understood  and  agreed  that  if  I  accept  any  position  to  which  I  am  referred  either 
directly  or  indirectly  by  any  officer  of  the  Young  Mens'  Christian  Association  of  Cleve- 
land, or  if  I  secure  employment  through  my  own  effort  that  the  terms  of  this  agreement 
shall  be  fully  met.... 

I  further  agree  that  in  case  I  am  given  information  or  directed  to  a  position  by  the 
Association,  which  I  cannot,  or  do  not  care  to  accept,  that  I  will  not  give  the  information  to 
others. 

I  also  agree  to  report  within  24  hours  the  result  of  any  interviews  with  employers. 

I  have  read  the  above  and  accept  the  conditions  named. 


Date. 


Sign  Here 


Applicant  Not  To  Use  These  Spaces 


Membership  in.. 


.Branch Expires,. 


Interviewed  by 


Classification 


^4- 


You  are  represented  by  this  bli 


Name  in  full 

Residence  Address  (Street)  

How  long  have  you  lived  in  Cleveland? 

Place  of  Birth  ? 

Your  Age? Height? Weight? 

Are  you  married? How  many  dependent  children ?.... 

What  is  your  religious  denomination? 

What  Church  do  you  attend? 

Are  you  a  member  of  it? 

Do  you  reside  with  your  parents? 

If  under  21  years  of  age,  give  parents'  name  and  ad- 
dress?   

If  now  employed,  why  do  you  wish  to  change? 


What  salary  do  you  expect  at  start  ? 

Lowest  salary  you  will  accept  at  start  ?. 


/Preference 

What  positions  are  g^^^j^^  ^^^^^^ 

you  quauned  to  ml .'     j 

Third  choice... 


Cleveland,  0.  ,  192.... 

(  At  Residence 

Phone    i 
(  At  Business 

If  member  of  another  Association,  state  which 

How  long  have  you  been  out  of  work? 

Do  you  have  a  trade  or  profession? 

What?  

Can  you  furnish  a  bond? 

Do  you  operate  a  typewriter? 

What  machines  ? 

PHYSICAL 

How  is  your  general  health? 

Have  you  any  imperfections  of  the  arms,  legs,  hands, 
feet? If  so  what 

Are  your  teeth  in  good  condition? 

Do  you  wear  glasses? If  so,  for  what 

Have  you  any  defect  in  hearing? 

Do  you  use  cigars? Pipe? Cigarettes? 

Intoxicating  liquor?.... .„ _Any  habit- 
forming  drugs?  

-What  are  your  favorite  amusements? 


Name  of  Employer 

Address 

Their  Business 

Your  Duty 

Under  whom 

How  long 

Salary  received 

When  did  you  leave 
(month  and  year) 

Why  did  you  leave? 


PRESENT  OR  LAST  POSITION 


NEXT  TO  LAST 


REFERENCES 

In  space  below,  give  names  of  three  persons  who  have  known  you  for  the  past  two  years  and  who  are  not  related  to  you. 


Name 


Occupation 


Address 


)re  fill  out  carefully,  fully,  neatly. 

EDUCATION 

Name  of  School 

Common  or  Grammar  School  

High  School  or  Academy         

College  

Business  School  

Special  

Educational  subjects,  if  any,  in  which  you  are  now  interested 
If  you  speak  or  write  any  foreign  languages,  name  them 


Years 
attending 


Graduated 
(Yes  or  No) 


Give  below  information  as  to  special  studies,  extended  travel  or  other  information  which  would  aid  us  in  securing  a  suitable 
position  for  you. 


BEFORE  THAT 


BEFORE  THAT 


Have  you  read  and  signed  the  agreement  on  front  page  of  this  application  ? 
How  did  you  learn  of  this  employment  department? 


SELF   ANALYSIS    BLANK 

For  Young  Men  who  Desire  Advice  in  Choosing  an  Occupation 

Be  very  careful  and  very  frank  in  giving  this  confidential  information — for  you  want 
accurate  advice.  We  might  guide  you  into  the  wrong  occupation  if  the  information  you  give 
herein  is  misleading.      Our  only  purpose  is  to  help  you  find  yourself. 

What  exercise  do  you  take? Are  you  fond  of  sports? 

What  are  your  favorite  studies  ? 

In  which  studies  are  you  weak  ? 

What  kind  of  reading  have  you  done? 

What  hne  of  study  or  reading  are  you  following  now? 

Do  you  sing? Play  any  instrument? What  is  your  hobby? 

Does  you  mind  concentrate? Does  it  shift  from  one  thought  to  another? 

Have  you  self-confidence? Patience? Are  you  inclined  to  be  lazy? 

Do  you  act  impulsively? Do  you  make  friends  easily? Are  you  sensitive? 

Are  you  fond  of  company? Are  you  inclined  to  think  yourself  misunderstood? 

How  do  you  spend  your  leisure  time? 

What  are  your  pleasures? 

What  do  you  consider  your  weak  points? ,„, 

Physically  , 

Mentally   

Morally , .....,, .,„.. 

Socially  , 

Which  do  you  have  to  guard  most  carefully?  

What  habits  or  vices  do  you  have  to  fight  down  in  yourself?  

Can  you  trust  yourself? Can  you  save  money? 

What  life  work  do  you  think  you  would  prefer? ,....,.,,,.,..„.... , 

What  natural  fitness  or  training  have  you  for  this  work? 

Would  you  like  an  interview  with  some  prominent  business  man  regarding  your  life  work? 

Would  you  like  an  interview  with  a  doctor  regarding  your  health? 

Would  you  like  an  interview  with  a  Christian  business  man  regarding  your  life  problems? 

Would  you  like  to  be  used  in  any  definite  form  of  service  in  the  Y.  M.  C.  A.  or  Church? 


INTERVIEW  REPORT 

Vocational  Employment  Department : 

Date 


Attention  Mr 

I  have  accepted  the  position  you  referred  me  to  at  the.. 


.192.. 


and  began  working  on.. 

Signed 

Address 

Note :     Interview  Reports  MUST  be  made  within  24  hours. 
Remarks : 


':m^. 


DATE 

N? 

5876 

BELL 

FIRM 

ASK  FOR 

ADDRESS 

POSITION 

SALARY 

SUGGESTIONS 

DATE   SENT 

APPLICANTS 

DATE  EMP. 

-^^ 

the  eraployer  or  the  on  who  is  reanonsible  for  fllllriG  the 
vacancy.  The  iiams  of  the  emrjloyer,  the  firm  name  and  then 
the  address  are  given.  Then  the  aprjlicants  name  is  given 
followed  by  a  statocaent  of  the  nosition  for  which  he  has 
come  to  make  ai^nlication.  It  is  then  sit^ned  by  one  of  the 
emrjloyment  secretariea.  /^4  is  the  regular  annlication 
form.  Each  amlioition  is  numbered  and  this  number  is 
carried  throu^^hout  the  filing  system.  The  first  nage  serves 
as  a  general  contract  form.  At  tlie  bottom  the  statement  of 
member  shit),  who  is  interviewed  by  and  his  classification 
are  noted.  By  classification  we  means  under  what  division 
he  falls;  office,  engineering,  or  miscellaneous.  The  middle 
section  is  the  general  information  and  reference  sheet  and 
the  final  r^age  contains  the  self-analysis  blank  for  those 
•,'fishing  vocational  guidance,  "5   is  given  to  the  apT)licant 
when  he  is  sent  out  to  make  forn-.l  arsnlication  for  a 
Tjosition.  When  he  has  completed  his  interview  he  mails  this 
return  nost  card  to  the  denartment  giving  the  result  of 
the  interview.  The  condition  of  tho  repot  is  given  on  the 
card,  "6  is  tho  form  on  which  requests  for  hel^  \re  listed. 
It  provides  for  the  noting  of  the  firm' s  name,  address 
and  telephone  number;  tho  kind  of  position  o-^en;  the 
salary  and  the  man  to  .vhom  the  aTjrjIicant  should  be  sent. 
Below  four  coliimns  are  used  for  recording  the  aonlicants 
aent  out  for  interview  and  the  date  of  tlie  placement.  This 
information  is  made  in  duplicate  for  filing,  :'7   is  a 
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EMPLOYMENT  DEPARTMENT  CLEVELAND  Y.  M.  C.  A. 


Name    ... 
Address 


.Date 


..Membership 
Expires  


Education    

Work   Wanted.. 


■Age    

..Married  .... 
..Nationality 
..Religion    .... 


Last  Employer  

Yimr  Duty  

Foreman's  Name  

Reference 
Address    .. 


.Factory  No. 


'S 


CENTRAL  MEN'S  BRANCH 
YOUNG  MEN'S  CHRISTIAN  ASSOCIATION    No. 


I     hereby    apply     for     membership     in    the     Central     Branch    of    the    CLEVELAND    YOUNG    MEN'S 
CHRISTIAN  ASSOCIATION.     Subject  to  all  the  rules,  and  agree  to  pay  the  Annual  Fee  as  indicated  below. 


RESIDENCE  ADDRESS 


RES.  PHONE 


BUSINESS  ADDRESS 


BUS.  PHONE 


OCCUPATION  OR  BUSINESS 


MEMBER  OF  WHAT  CHURCH,  IF  ANY 


ATTEND  WHAT  CHURCH,  IF  ANY 


DESIRE  FULL  l$I5]  or  SHORT  TERM  [$5]  or  LIMITED  [$7]  or  BUSINESS  MEN'S  CLUB  [$40] 
Underscore  Class  of  Membership  Desired. 


INTRODUCED  BY 


TIONALEMPLO 


.  ivu_.  •;  r  DEPT. 


It  is  agreed  that  fifty  cents  of  the  membership  fee  shall  be  appropriated   to  pay 
for  a  subscription  to  "Cleveland  Red  Triangle"  for  duration  of  membership. 


(OVER) 


TO  BE  FILLED  IN 
BY  THE   Y  SECRETARY 


DATE 


WHEN  RENEWABLE 


FULL 


LIMITED 


B.  M.  C. 


RENEWAL 
ISSUED  BY 
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comrjanion  eard  to  the  general  a'lrjlication  sheot.  Thia 
ore sent a  at  a  glance  the  information  concornlns  each 
arj^iicant;  his  number,  rating,  history  before  the  request 
for  emtjloyaent  and  finally  the  T^ositions  to  which  he  has 
been  referred,  ,"8  is  a  list  of  ^ositiona  which  tlie  de-oart- 
ment  has  classified  into  thr^e  groups,  Each  kind  of 
Tjoaition  is  numbered  the  number o  running  from  one  to 
sixty  and  these  positions  being  classified  under  tlae  three 
heads  office,  engineering  and  miacellaneous.  This  list 
sorvea  as  a  key  to  the  filing  system  the  froms  of  which 
are  numbers  ten,  eleven  and  twelve,  #9  is  the  general 
member ahit)  card  stam'^ed  -.^ith  the  denartment  stam^^,  show- 
ing that  the  den^-rtaent  is  responsible  for  the  selling  of 
the  membership.  In  this  v;ay  tlie  actual  number  of  member- 
shins  sold  to  men  wishing  tlie  emoloyment  -trivileges  can 
be  easily  ascertained,  ''to  is  tlie  white  cird  vvhich  includes 
the  office  positions  from  one  to  twenty  iiiclusive  as 
indicated  in  number  eight.  This  is  used  in  the  filing 
system  and  is  similiar  to  number  seven,  Thia  card  is  filed 
according  to  its  r>articular  clasaification  and  if  the 
arjnlication  called  for  a  position  aa  cashier,  number  six 
at  the  ton  of  the  card  Tjould  be  nunched.  "^^,    the  buff 
card  includes  the  engineering  r,ositions  from  twenty-one 
to  forty  inclusive.  This  card  is  identical  in  function  to 
card  number  ten  and  the  -tositions  are  numbered  according 
to  sheet  number  eight.  The  nosition  wanted  is  ^xmc^ed.   as 
on  card  niml^er  ten,  ,''lo  is  the  salmon  card  which  includes 
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VOCATIONAL  EMPLOYMENT  DEPARTMENT 

Young  Men's  Christian  Association 

OF  CLEVELAND 
Confidential  Reference  No.  Cleveland,  Ohio 


NOT    AN    AGENCY 

-   A     SERVICE     TO 

MEMBERS     AND 

EMPLOYERS. 


Mr. 
Has  registered  with   this   department  for   employment,   giving  your   name  as  reference. 
In    order    that   we   may   act    intelligently    in    recommending    him,    will  you    kindly 
help    us   by   answering    as    fully    as   possible    the    following    questions?       We    assure  you 
any  information  given  will  be  treated  in  absolute  confidence. 

Yours  sincerely, 

St.m,ea  En.e;ope  ^^^^  B.    WIGGINS, 

^"'^^"^^d  Director,  Vocational  Employment  Dept. 

In  what  connection  have  you  known  him:      Employer?. _ .Friend? Relative? How  long? 

EMPLOYMENT  if  in  your  employ,  in  what  position? 

Why  did  he  leave? 

How  did  you  regard  his  work? 

ABILITY  Has  he  general  business  ability? 

Has  he  initiative? Judgment? Does  he  get  on  well  with  others? 

Is  he  quick  to  "catch  on"? Persevering? Thorough? 

CHARACTER         is  he  honest? Punctual? Reliable? Loyal? 

Is  he  addicted  to  intemperance? Gambling? Immorality? Cigarettes? 

Is  his  style  of  living  within  his  income? 

PERSONALITY    what  is  his  general  temperament  and  disposition? 

Is  he  ambitious? Enthusiastic? Courteous? 

Has  he  "good  address"? Is  he  neat  in  dress  and  appearance? 

WEAK  POINTS    Has  he  any  "weak  points"  in  regard  to  which  we  may  help  him? 

REMARKS  : 


Signed 

^/3 


S    P    FENN    HONORARY    PRESIDENT 

FRANKLIN  G  SMITH   PRESIDENT  F  W  RAMSEY  VICE  PRESIDENT  D  C  WILLS  treasurer  ROBERT  E  LEWIS  general  secretary 

The  Young  Men's  Christian  Association 

OF  CLEVELAND 
BOARD  OF  TRUSTEES  2200  PROSPECT  AVE 


tfto^ 


OFFICE    OF   THE 


BROADWAY    BRANC   1  8303  BROADWAY  tk  WkiH.WiM  GENERAL  SECRETARY 

BROOKLYN   COMMUNITY   BRANCH  3327  BROADVIEW   RD 

CEDAR  AVENUE   BRANCH  CEDAR  AVE  a  E  77  ST 

CENTRAL   BRANCH  2200   PROSPECT   AVE 

CENTREVILLE   MILLS   CAMP  AURORA  OHIO 

CLEVELAND  SCHOOL  OF  TECHNOLOGY  2200   PROSPECT  AVE 

DOWNTOWN    BOYS'    BRANCH  2061    EAST   12ND   ST 

EAST  CLEVELAND  COMMUNITY  BRANCH  14149   EUCLID   AVE 

EAST  END  BRANCH  2053  EAST  losTH  ST  Movembsr   24,    1922 

LAKEWOOD  ^COMMUNITY    BRANCH  DETROIT  a  BELLE  AVES 

N    Y    C    R    R    BRANCH  615    EAST    1S2ND    ST 

NORTH    EAST   COMMUNITY    BRANCH  M7   EAST    152ND   ST 

STUDENT    BRANCH  2053   EAST    105TH    ST 

WEST   SIDE    BRANCH  >20<1   FRANKLIN    AVI 

Mr.  L.  J.  Stevens, 

c/o  The  Standard  Oil  Co., 

City. 

Dear  Hr.    Stevens : 

I  should  be   glad  to  have  a   report   on  Hr. 
H.    A.   V/adsworth,   who  v/as   reconunended   on   October  19, 
1922  by  our  Vocational  Employraerit   Uepart;nent  as  Book- 
keeper. 

Our  purpose  is  to  help  you  as  an  employer, 
as  well  as   young  men  who  are  seeking  positions, 

Would  you  kindly   let  us   Icnov^  whether  he  is 

making  good? 

¥/ith  best  -fishes, 

Yours   ever  sincerely, 

RSLrCLS  General   Secretary 


Vocational  employment  Department 

CLEVELAND  (CENTRAL)  Y.  M.  C.  A. 

DAILY    REPORT 

MEN      P  L  A  C_E  D 

NAME 

ADDRESS 

FIRM 

POSITION                 •'salary'' 

REMARKS 

TOTAL  MO 

TOTAL  MO. 

)plications  for  Work  Accepted 

New  Members 

)plications  for  Men  Accepted 

Request  for  Vocational  Council 

m  Placed 

No.  of  Meetings 

terviews 

Attendance 

Rl 

EM/ 

kRKS 

^/s- 

I 


I 


THE  YOUNG  MEN'S  CHRISTIAN  ASSOCIATION  OF  CLEVELAND 


_BRANCH 


EMPLOYMENT  AND  ADVISORY  DEPARTMENT  STATISTICS  FOR  MONTH  ENDING 


1 
2 
3 
4 
5 
6 
7 
8 
9 
10 

II 
12 
13 
14 
15 
16 
17 
18 
19 
20 
21 
22 
23 


New  Applications  for  Work  Accepted 

Renewal  Applications 

Calls  from  Employers 

Positions  Filled 

Percentage  of  Calls  Filled 

New  Members  Secured  Through  Department 

Number  of  Interviev/s 


ANALYSIS   OF  POSITIONS 
Temporary  Positions 
Permanent  Positions 

Positions  Paying  $100  a  Month  and  Upwards 
Positions  Paying  $60  to  $100  a  Month 
Positions  Paying  $60  a  Month  or  Less 
Clerical  and  Sales  Positions 
Technical  Positions 

Positions  Paying  Commission  or  by  Piece  Work 
Miscellaneous  Positions 


CURRENT  MONTH 


SAME  MONTH  iflRST 


MONTHS    SAME  PERIOD  . 
LAST  ' 


LAST   YEAR    |;THIS  FISCAL  YEAR     FISCAL  YEAR 


24      Bible  Classes 
25 

26  Men  on  Committees 

27  Committee  Meetings 
28 

29 
30 


CURRENT  MONTH 


SAME    MONTH 
LAST  YEAR 


FIRST MONTHS  SAME    PERIOD 

THIS  FISCAL  YEAR         LAST  FISCAL  YEAR 


Number       Attendance 


Number      Attendance 


Number     Attendance     Number     Attendance 


Signed  by--  ^"^ / ^ 


miscellaneous  positions  from  forty-ono  to  sixty  inclusive. 
Its  functiOii  is  identical  with  numbers  ton  and  eleven.  ,"13 
is  tho  form  letter  sent  to  the  references  ^.iven  by  the 
ar)T>licant.  It  is  self-explanatory  and  is  filed  in  the 
department  for  reference,  ,'^14  is  the  form  letter  sent  to 
the  employer  from  the  office  of  the  General  Secretary 
making  inquiry  about  the  man  -yho  h  is  been  r,iaced  by  the 
association' s  vocational  department.  This  is  not  a 
surjerfluoua  interest  but  is  real  and  vital.  /M  5  is  the 
d^.ily  report  she^t  which  gives  an  account  of  tlie  work  of 
the  department  for  the  day.  It  is  in  loose-leaf  form, 
letter  head  size,  convenine  for  filing,  ,"16  ia  the  monthly 
report  sheet  which  provides  for  a  statement  of  the  ?7ork 
accOEinlished  during  the  current  month  and  a  com-oarison 
•A'ith  the  same  month  of  the  -Dreceeding  year. 

Clevelands  system  of  keeoin^  recods  and  in  general 
the  service  that  the  der)artr;ient  is  rendering  shows  that 
it  is  the  result  of  real  thinkin^i.  The  system  is  not 
cofflTjlex  and  there  are  not  too  many  form  to  be  confuaing. 
The  methods  of  re^^orts  afford  the  onr>ortunity  to  L;et  at 
facts  at  a  glance. 


Ill-  Detroit,  Michigan, 


The  effloloyment  donartment  of   tho  Detroit  Association 
is  onerated  on  the  membQr shir?  baaia.   All  z:en  ar?  required 
to  Ijecome  inembers.    The  membership,    ccnimonly  known  as  the 
social  memberahit)  with  eraoloyment  nrivilesea,    coats 
seven  dollars  and  a  half.   They  do  no  charse  extra  fees 
over  and   above   this  tuembershio  foe.    The  de^artnient  is 
self-sustaining  and  durins  the  year   1  •^■^?,    6,97"^  men  vrere 
T)lac0d  at  a  a-nroximate  coat  of    '^I'^.OOO,    The  cieTartment 
does  not  guarantee  to  olace  any  a^jTslicant  but  makes  every 
effort  to  do   so.    A  refund  is  granted  nrovidin^  the 
anollcant  keoi->3  in  dally  touch  with   ths  emnloyment  office. 

In  rsi^ard  to  the  fellow  ij^ho  comes   to  tlie  denartmont 
"on  his  last  less",   he  ia  -.laced  in  sc-ne  temporary  rjosition 
which  -jyill  oive  hia  a  chance   to  ^et  on  his  feet.   However, 
it  is  not  the  nolicy   of   the  der)art2iient  to  take  isood  hit,h 
grade  positions  away  from  luen  who  are  members  and  s^ve 
them  to  non-mombers,    as  that  ie  not  l.ein-^  fair  or  just 
to  the  member. 

The  department  provides  ins-oiratlonal   talks  four 
BorninsB  a  week  for   the  annlicants  at  .'/hie    '^hey  have  an 
aver-age  attendance  of   twenty-five.   They  have  a  Bible  class 
with  about  twenty-five  regiotratlona,    one  nie,ht  a  week. 
Every  a:-)r>licant   is   Interviewed  alont:,  relisious  lines. 
Letters   of  invitation  and  card   of   intrjduction  to  Ghuj-ches, 
are   oent  to  all   strange  nen  coraing  to  thar  oity   and  who 


OjriDiirt   BLi-iNK 


Date 

Firm 

Address_ 

Ask  for  Mr. 


Description  of  Occupation 


Phone  No. 


No.  Required 
Salary 


DATE 


APPLICANTS  NAME 


^^ 


NA11E 


ADDRESS 


Kind  of  position  you  want 


"Y"  Member 


No. 


^n 


YOUNG    MEN'S   CHRISTIAN    ASSOCIATION 
EMPLOYMENT  DEPARTMENT 


DETROIT.  MICH.. 


TO 


REFLrtJilJ  Gii   BLaHK 


KNTLEMEN 


HAS  APPLIED  TO  US  FOR  POSITION  «S 


UK  CLAIMS  TO  HAVE  BEEN  IN  TOUR  EMPLOY  AS 


ALL  INFORMATION   REGARDED  AS  STRICTLY  CONFIDENTIAL 


I  refer  vou  to  the  above  address  for  my  previous  re- 
cord, and  I  hereby  authorize  ihem  to  furnish  the  same 
together  with  the  reasons  for  my  leaving,  if  known. 


If  you  will  please  answer  questions  on  reverse  side  of 
this  card  and  return  in  the  enclosed  envelope,  we  will 
be  pleased  to  reciprocate. 


APPLICANT'S 
StG. 


VERY  TRULY  YOURS 
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EMPLOTMENI  DIRECTOR 
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APPLICANT'S      RECORD 
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I    SALARY 
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WtS  HE  IN  YOUR  EMPLOY 
IN  THIS  CAPACITY 

••'■.■*)i^ 

"  RtASOHSfOR 

LEAVINB 

CHARACTER 

OF  SERVICE 

;      .. 

SICKNESS 

GOOD 

FAIR 

UNSATIS-   OBEDIENT 
FACTORY 

1 
1 

LENGTH  Of 
SERVICE 

OWN 
ACCORD 

WORK 

lEAVE  OF 
ABSENCE 

CONDUCT 

REGULAR 

CHARACTER 

LAID  OFF 

ABILin 

I 

DISMISSES 

SAVE  LEAVING  NOTICE 

ANT  ADDITIONAL  FACTS 
YOU  DEEM  IMPORTANT 

WOULD  YOU  REEMPLOY 

DATE 

SIGNED 

toeconie  niembors  of   the   Detroit  Aasociation.    They   follow 
up   these   invitatioas  with  lavitationa   to  attend  Blhle 
claaa,   A  sr-;at  deal   of  eimhaais  io  also  -laced  on  vocation- 
al QuldaLiioe.    The  motto  of   tho   department   is   "siuare  netsa 
in  square  holes"  and  their   system  ia   built  around  this 
idea,   Kelriinti  a  man  to  hold  a  position  continuously,    and 
to  grow  in  it,    is  their  constant  objective.    Mere  getting 
a  man  a  job  is  the  least  of  their  concern. 

The   forms  used   in  the   denartment  are   few  and  simile  to 
understand.   The  department  helns  men  to  help  thenselves 
rather  than  serve  out    lO sit Ions  as  requested  by  the 
a'>olicanta.    The  follo'-Tins  forms  are  in  use  in  the  dersart- 
ment.   A  brief  exT)lanation  is  given; 

//I    is    uhe   order  blank  on  -.Trhlch  requests   for  heln   .vanted 
are   listed.    As  in   all  other   similiar   form  the  address, 
naiae   of    the  firm,    tele-^hone  uurab-jr,    etc,  arc  noted.    In 
addition,    anace  is  c^ven  for  tho  description  of   the 
position  Ot)en,    the  nuiaber  of  uen  required,    ±f  more   than 
one  is  needed,    and  the  salary.   Below  s-saco  for  a  record 
of  those   sent  in  answer  to  the  call, is  given, 
>?2   is  the   sli^i  on    Thich  ever  a-o^licant  rogisterfl  for  an 
annointnent  for  interview.   Has  in  siii^iliar  cases  he  is 
given  an  intervlev/  \^^hen  his  number  is  called, 
fi3   is   the  reference  blank  -.^hieh  is  :..ailed  out   to   the 
references  given  by  the  a-oplicant.   The  filin^   aysteci  is 
built  on   the  3x5  oard   size   idea.    Hence    tlie  reference 
blanks  and  the  an-olication  blanks    ^re  made  to   fit   this 


Residence 


VOCATIONAL   FILE  CARD 


Telephone 


X^ 


Occupation 


Experience 


Placed  With 


lovER  j 


^^ 


To  the  Rev. 


Church 


This  will  introduce  to  you 


Mr ^ ' 

a  stranger  in  our  city.      Will    you    not    extend    the    right  hand  of 
fellowship  to  him,  and  make  him  feel  at  home? 

Respectfully  yours, 

Adams  Avenue  Branch 

DETROIT  YOUNG  MEN'S  CHRISTIAN   ASSOCIATION 

^7 

Sec. 


These  questions   are   asked   noi   to  send   you  else^/here,    but  to  make  sure 
that   you   are  using  all   of   your   personal  resources    in  securing  employment.      You  one 
it  to  yourself  to  do  nothing   less  than  this    if   you  really  v;ant  v;ork.      If  ycu  v;ill 
answer   them  in  this   spirit   you  \vill  find   that  we  can  cooperate  with  you  best, 

1.  Does    your   pastor   know   you   are   out   of  \;ork? (Every  church 

has   as   members   a   large   number    of  business  men  who  should  stand   ready  to  help  you 
as   a   fellow  church  member.) 

2.  Do  you  carefully  and   regularly  read  the   "Help  V/anted  Male"   ads    in  the 

morning  papers? Do  you   go  after  ads   early  in  the  morning? 

(The   Y  Emplojrment   Bureau  answers    50  or   60  such   ads   per  v;eek. ) 

3.  Have  you  made   a  full    list   of  your    personal  friends  and  acquaintances, 
and   asked  them  to  tell  you  of  open  positions   known  to  them,    or   to  "speak  for   you" 
if  they  are  working?. 

To  what  fraternal   or    other   organization  do  you  belong? 

Do  your   organization   officials   know   you   are   out    of  work? , 

Have   you  seen  your     Alderman   .ibout   a  city  job?, •  .  . . 


4.  Are   you  registered  with  other    locil  Employment  Agencies State  Free 

Employment   Bureau,    461   Larned     St, ,;    Board    of  Commerce,    Lafayette  and 

Wayne   Streets ;   Masonic,    at  Masonic   Temple? 

Employers'   Association,    238  Bagley     Avenue ?   Do  you  keep  in 

frequent  touch  with  them  all? , , ,  .(Two  or   three  times   a  week  is   fre- 
quent ,  ) 

5.  Do  you  often  let   your   previous   employers   know  you  are  available  for 
your  former   position? Do  so  xvithout  fail, 

6.  Is  a   job  worth   a  2^  stamp? In   other  words,    do  you  answer 

"Blind      Ms"    from  the   "Help  wanted   Male"   Column? (75   or    100  men  daily 

find  work  by  so  doing.)      If   so,  are   your    letters    ansv/ered? _. 

(90^  of  such   letters  are  not  answered,      A  sheet    of  suggestions    on  how  to  v-rite  a 
letter  that   should   get   you  an  interview  can  be  had  at  this    office.      Have   you  asked 
for   one? 

7.  Do  you  write    letters    to  business   firms    other  than  those   you  know  to 

be  advertising  for  men? I.lany  men   secure   positions    in  this  way.      iv 

business   man   is    interested  at   once   in  a  man  showing  such   initiative  and  will  often 
ask  you  to  come   in  for    an   interview.     A  form   letter  to  a  dozen   or  more   firms    giving 
your  experience   and  qualifications   will  doubtless   secure   ycu  several   interviev/s . 

8.  How  many  business    firms   do  you  visit   per   day? Pick  your 

prospects    intelligently  and   find   out  all  you  can  about   the   business  before  calling. 
Then  insist   upon  seeing  someone  with   authority.      If  you  are   blue   and   disccuraged, 
try  not   to   show   it,    or    put   off  such  calls   until  you   feel   interested  and   cheerful. 
Nobody  will  hire  a    grouch, 

9.  Do  you  read  the   civil  service   openings    bulletin  at    least   once   a 
month''     Many  positions    are    open  monthly  in  city,   state   and   federal    service.     Appli- 
cations can  be  had  at  the   Post   Office,   and  the  City  Civil  Service,    243  V.est  Congress 
St. 

This  sheet   is   prepared  and  distributed   by  the  Employaent   Department 
Y.M.C.A.      Grand     Circus   Park,   Detroit,   Michigan 


'-3 


<;-!  C 


^  .  'ri?f 


?'?-i-"?^"   tL'r-,' 


■  f    +u  r 


?£    f'j 


DON'T   FOOL  YC'JiJSELF— TRY  A  SELF-ANALYSIS.' 

Befcre   I  can  be  honest   with  anybody  else,    I  must  be  honest  v/ith  myself, 

WHO  a::  I?     17HAT  /Jvl  I?      iVISRE  Alvl  I?     AK  I  WHERE  I  AM  BECAUSE  DF  WE^^T   I  AW? 

Being  honest   with  myself,    I  propose   to  ask  myself  the  following  questions,   and 
taking  my  time  to  do  it,    ansvjer  them  honestly,' 


What    is  my  Name ? 

What    is   my    Age?. , 

Where  do  I   live?.,. ....,.,* ., 

What    is  my  occupation?.... ......,,.  .Am  I  making  a  success   of  it?. 


Am  I  ahead    of   or   behind  the  Majority  of  those  v;ith  whom  I   started    life? 

How  much  do  I  knof^ITL, ,,.,..,. 

H(?^7  did  I  acquire  this  knowledge? i..... 

Am  I  using  vjhat   I  know,    in  connection  with  v/hat   I  do?. , 

Am  I  still   learning?, ,,,  r. ...  ,r. 

What   is  my    Character  and     Reputation?,  ...  ^.  ....>,,,..►.. 

V/hat   do  Men  think  of  me? What   do  I  think  of  myself?. . , , « 

Am  I   just   and  kind   in  my  judgment    of  others?,.,,..,....,,,..., 

IThat   of  my  habits?, ...,,..,r.  Am  I  Cleanly?. ...,,,  .Punctual?. ,,,  ,Courteous  ,, . 

Do  I  drink? ,.., Am  I  profane?,, ...........  Do  I  use  dope?,,..... 

'vThere  do  I   spend  my  t ime? , .  . , And   Ha/? .....,., , , 

Have   I  any  definite    object    in   life?. ..,,,...,...,,. Am  I    on  my  way? ,,.,.,.,,, 

Rave   I   a     "Life   Plan?",.,, Am  I  working   at    it? ,.. 


What  am  I  v;orth  in     Dollars  and      Cents?..,..., 

Hcr.v   did   I  acquire  this?.,..., 

Do  I  save  something  of  my  incom.e,    systematically?,....^ , 

TThat    of  my  Home   Life? , .  ,Am  I  a    good   son? .Brother?, 

Hus  band  ? , , Father  ? 


Why  am  I  where   I  am  financially?,  _..,., , ■ 

YJho  am  I,    socially?  , « • ■ 

Why  am  I  what   I   am  morally?. , ,.,..-..,...< >  •  ■ 

What   of  my  Religious    Life?.....,..,   Am  I   God-fearing? Clean?., 

Helpful? 

Do  I  realize  that   I   am  a  part    of  God's    Great     V' or  Id-plan? 

Am  I  working  to  make  this   world  wiser?,., .Better?,, Happier? 


Take   your  time   in  answering  these  questions!        Read    over,   think  over,    every  question 
before   you  answer   any!      SHOW  THE  Al^JSWERS   TO  NO  ONE. 

Six  months    later    gft  over   your    answers,   to    see  what   progress    you  have  made;    and  agaxn 
at  the  end  of  the   year, 

TRY  TO  1/AKE  A  SHOWING.'.':      TAKE   A  TUlffiLE  TO  YOURSELF.'.'.').'! 
Y,,M,      C.   A.      EL'iPLOYiSNT   DSPT.,    DETROIT,    MICHIGAN 


SUGGESTIONS   FOR  ANSWERING  "BLIND  aDS" 


Many  men  are  discouraged   as   to  this  means    of  securing  a  position  because 
■they  have   "had   no   luck»"      They  assume  that  the   "System"    is  v/ronj:.      Success   is 
dependent    on  your  style   of  letter,      Jith   50  to   100  letters  to   read  besides   his 
regular  mail,   the   employer   discards   all  but  the  most   business    like  replies   at 
once.      Make  certain  yours   has   a  fighting  chance  to  stay  out   of  the  waste  basket 
and  secure   you  an  interview,      W  e   are    glad  to  help  you  if  you  ^.'ish  further   advice 
than  the   following: 

(1)  Be  sure    you  are  right,   then  go  ahead. 

It   is   useless  to  answer   a  want  ad  for    a  position  you  are   not   sure   you  can  fill. 
Self-confidence   is    your  best  asset  and   really  essential  befrre  starting  a  letter, 

(2)  Materials. 

Use   plain  8^"  x  11"   paper,    writing  only  on  one  side.     When  the  ad  does   not  call 
for   a   letter   in   long  hand   use    a  typewriter    if   you  can  secure  the  use  of  one, 

(3)  Form. 

Plan  on  2,   3    or  4  paragraphs.     More  will  not  be  read   unless  they  are  vn-itten  like 
a   "best  seller."      Leave  margins    of  an  inch    or  an  inch  and   a  half   on  each  side, 
and  about   equal  space   at   the  top   and   bottom   of  the  sheet.      This   gives  the  neat 
appearance  you  seek  and  makes    for   easy  reading* 

(4)  What  to  say. 

In  the   first   paragraph  state   briefly  your   age,   education  and  previous   general 
experience.      In  paragraph  2   explain  your   special  qualifications   for   the  position 
open,    giving  previous    employers    and  why  you   left    each   one.      In  the  third   express 
confidence   in  your   ability  to  handle   the  \vork   open  and   prrve  your  ability  to  do 
so-,      (This    last   item  is  very  important.)     If  required,   mention  here  also  v;hat 
wages   you   last  received  and  state  what   you  expect    to  get. 

(N-Jte:  This    is   purely  a   suggested  arrangement    of  material — the  v;riter  must  "use 

his   own  judgment   based  partially  on  the  requirements    as   advertised.) 

(5)  A   few  DON'TS 

Don't   begin  by  this  sort   of  stereotype   phrase   -  "Having  seen  your  ad   in  today's 
paper,"      The   ad  writer   knows   that   you  saw  his   handiwork  or   you  would   not   have 
ansvifered    it. 

Don't  begin  every  s  entence  with  "l  can"    or   "l  will','"      Pack  the   letter    full   of 
yourself,   but  make  the  reader  iTsel  that   you  are  most   interested   in  him,   his 
business,   and   the  chance  to  work  for   him.      Too  many  "I's"   sound   egotistical. 

Don't  mimic   "model   letters"   -  Write   as    you  would   talk  to  the  empl<5yer 

Don't  write  too  much   or  too  little. 

This  sheet   is   prepared  and   distributed  by  the   Employsient   Dept. 
Y.M.C.A.,      Grand  Circus   Park,   Detroit  I'ichigan. 
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Idea,    /'5  is   t.ho  envelorie  in  -.vhich   t-h'>  reference  and  the 
a-jplicatiou  are   ke-^t.    The  outoide  of   bhe   ^nvelo'^e  affords 
a  brief  analysis  of   uli-    amplication  on  which(tho  envelooe) 
eortain  facts  can  be  noted.    This  onabies  the   secretary  to 
tell    ^t  a  £; lance   the  hiotory   of  the   case,    kind  of  work 
desired,    salary,    etc, 

r16  is  tho  vocr-tlouMl  card  us3d    .a  -in  index   to  the 
a--olication  file. 

17  is  th'=^}  foriQ  card  of  introduction  .yhich  is  used  to 
introduce  new  men  into   the  Churchos  of   the  city  by  a 
personal   int^rvlev,-  v/ith  the   nr.stor  of  the  Chruch  of  their 
ovva  chosiiig,, 

#8  is   uhe   Gheet  prer)ared  b^    the  de-^artiaent  in  order   to 
get  jaen  to  hel*?   themselves  and  to  do  evorythixig  nosaible 
for    uheaiselves.    It   la  not   tho   thou^lit  of   th©  donartnient   to 
shift  tho  res-tonsibility  or     s  some  would  aay,    "to  nasfl 
the  buck",    but  it  is  th3  thouoht  to  have  the  amlicant 
follow  every  oocsiblo  ^ros-ect,    ti  make  every   ■-losalble 
effort,    and  to  n.3ke  use  of  ev^ry  possible  mea,ns  that  he 
has,   r'?  is  a  self -analysis  blank  v/hioh  is  3  elf -explanatory 
and  ,'10    i3  a   sheot  i33U3d  by   the  der)rirt;i:ent  to  heir)    the 
ar>rjiicant  in  followint^  un   "blind  ads" 


;^3 


IV-  Chicago,   Illinoia, 


The  Vocational  and  Smnloyaent  Denartment  of  the  Chlcatio 
YounG  Men's  Christian  Association  la  operated  on  the 
commercial  basis  for  its  members  or  those  'vvho  wish  to 
become  members.  No  reL:i3tration  fee  is  char^sed  but  a 
Tjermanent  placement  fee  exclusive  of  the  membershin  must 
be  naid  at  the  time  of  placement.  Those  aoilicants  who  are 
not  members  must  join  the  Chicago  Association  and  those 
who  are  members  in  other  members  must  transfer  their  member- 
shir)  to  the  Chicago  Association,  If  the  transfer  value  of 
their  membershir)  is  less  than  five  dollars,  the  cost  of  the 
Regular  membershi-o,  the  aoolicant  must  r)ay  the  difference 
and  is  then  elitsible  to  the  service  unon  the  conditions  of 
the  contract. 

The  tilacement  fee  is  charged  on  the  "percentage  basis. 
This  is  commuted  on  the  unit  of  one  weok,  varying  from  20^ 
to  85<  according  to  the  amount  of  salary  received,  ?ayment 
in  full  is  to  be  made  according;  to  this  schedule  unless 
special  arrangements  are  made.  This  r^ayiaeat   is  made  before 
or  at  the  end  of  the  first  full  week's  work.  Allowance  is 
made  for  positions  which  ^rove  to  be  temoorary  through  no 
fault  of  the  nerson  employed  but  voluntary  withdrawal  from 
any  'oo  ait  ion  does  not  exempt  the  nerson  emoloyed  from 
T>aying  the  permanent  nlacement  fee.  A  smaller  fee  is  charged 
for  temnorary  nlacenent.  See  contract  sheet  ;''1  • 

Something  further  will  be  said  about  the  basis  of  onoratiew 
elsewhere  in  these  nages  but  it  will  be  well  to  say  a  word 
at  this  time.  The  Chicago  office  feels  that  in  changing  to 


the  commsrcial  basis   they  can  no«  only   serve  more  men  but 
they  can  offer  a  higher  grade  of   service.    It  also  does  avray 
with  the  many  nroblena  of  financing  as  the  de^Tartment  is  nut 
on  a  self- sustaining  basis.   The  fact  that  the   service  is 
or>en  only  to  members  of  the  Chicago  association  or  those 
willing  to   become  members  helryB  to   sustain  the  agrument  that 
the  emT)loyment  service  is  Just  like  any  other  nrivilege  aftd 
consequently   should  be  naid  for  on  the  sane  baois  as  the  other 
privileges.   This  is  r»erhat)3  true  in  the  Chicago  Association 
where  it  would  not  be  true  in  other  asaociations  mainly 
because  Chicago  Central   charges  a  r^ular  membershit)  fee, 
which  is  equivalent  to  a   social  memborshiTj  in  other  associa- 
tions.  For  the  other  tjrivilegea  a  srjecific   fee  is  charged 
in   addition  to  this  original  fee.    Most  associations  cover 
the   entire  privileges  offered  by  one  flat  fee  with  the  social 
member shiD  offered  as  a  special   associate  membership. 

The  commercial  basis  as  a  basis  of  oneration  within  the 
membershir)  has  O'^ened  the  associations  using  it  to  consider- 
able criticism  from  without  as  well  as  from  within  the 
movement.   Chicago  and  New  York  ar-e  the  two  largest  associa- 
tions using   the  membershiti  basis  rylxxa  the  commercial  feature. 
Perhaps  this  offers  a  solution  in  that  the  large  city  offers 
the  best  field  for  the  or)eration  of  an  ernnloy.uent  on  the 
commercial   basis.    I  do  know  that  there  is  strong   sentiment 
against  the  coiimercial  basis  within  the  movement,    I   think 
it  is  matter  for  each  association  to  decide  bearing  in 
mind  the  rjrincinle  on  which  the  association  was  founded. 


CEITTEAL  Y  M  C  A 
EKPLOnEITT  &  VCCATI01:AL  SERVICE 


This   omploympnt  s;5rvic.5  is   conduct--jd  for  momb'-irs   of  thr?  Young  Mgn's 
Christian  Association  £.nd  for  those  wno  wish  to  become  mctnDors. 


C0iroi?I0i:3  OF  KSGISTRA-TION  MTD  of  PIACEErT 

1.  1:0  HEGISIRATICIT  FEE  is   charged  but    registration  is   linit3d  to 

a.  members   of  tho  Y  l!  C  A  cf  Chica^^o    (all  departments]; 

b.  members  of  other  Associations  upon  transfer  of  membership  to  the 
Central  Dep£.rtDant  of  the  Chicago  Association,   and,    if  tne   tran-fer 
value   is    less    than  five  dollars    (three  dollars   in  the  case   of  boys), 
upon  payment   of  an  amount  sufficient   to  give   the   holder  one  year's 
Begular  membership  in  the  Central  Department; 

c.  non-members  upon  purchase  of  membership  in  the  Central  Department. 

2.  FOR  PERLIAtJEUT  PLACELI3NT  a  charge   exclusive   of  the  Y  LI  C  A  membership 
fee  is  made  according  to  the  following  schedule: 


For  positions  v/ith 

Percentage  of 

weekly  salaries 

1st  v.'e3lc'5   sal 

Up  to  $12,   incl. 

20f. 

$12.01   to  |14  incl. 

50% 

14.01      "      16     » 

Zi$ 

16.01     "     18     " 

40fc 

18.01     "      20     " 

45^^ 

20.01     "      22     " 

505^^ 

22.01     "      24     " 

555? 

For  positions 

wi 

th 

Pe 

rcentage   of 

weekly  salaries 

Ist 

v.-eek's   sal 

$24.01    to   27 

inc 

1. 

6CrJ 

27.01      "    50 

It 

6r.< 

3C„01      "    33 

ir 

70f. 

33.01      "   36 

II 

1% 

36.01     "   39 

It 

?S9.01  and  upwards      85^ 

Payment   in  full  according  to   this   schedule  is   to  be  made  before  or  at  the 
end  of  the  first  full  week's  work  unless  special  arrangements  are  made. 
V-Tien  a  position  proves   to  be   tenvporarT'  through  no  fault  of  the  person 
emiDloyed,  a  proper  rebate  v/ill  be  made,   but  no  position  will  be  ccrisiJersd 
temporaiy   if  the   person  employed  voluntarily   resigns   his   position.     Nor 
will  any  position  held  six  weeks   or  longer  be  considered  temporary. 

3.      FOR  rE:.-PORARy  PLACHvIEKT   (less   than  six  weeks)    lOf.   of  the  salary  paid 
is  charged,   payment  being  due  each  pay-day. 

/APPLICAB7'S  AGREEIvIETI? 

I  have   read  and  vtnderstand  the  above  conditions.     I  will  consider  all 
information  received  as  confidential  and  will  make  a  correct  report  vi'chJ.n 
t\venty-four  hours   on  the   results  of  interviev/s  with  prospective  employers: 
I  wi;.^>  comply  with   the   terms   above   stated  for  any  position  securnd  dire''.'...ly 
sr  indirectly  through  this  Service,  and  agree  that  acceptance   of  a  position 
as  a   result  of  information  received  from  this   service  shall  be  constriifd  aj 
acceptance  by  me  of  the  obligation  to  pay  the  specified  fee;   and  I  z^j^.i^   that, 
should  I   ignore  or  delay  payment  of  my  account  for  emplojment  services.,   this 
shall  constitute  an  order  upon  nj'-  employer  for  the  deduction  from  my  salary 
at  any   time,   and  for  payment   to   tha  Certral  Department  Young  Lien's   Christ:.an 
Association  of  any  amount  due  for  placement. 


Appiicano's  Signature  Pace 


^ 


In  civlne  a  descrlTtion  of  the  Chicago  system  I  must 
first  say  Uiat  It  is  not  a  single  system.  The  deoartment 
has  three  full  time  eaolo/ment  directors  and  two  full  time 
£Sirl  clerks  who  do  most  of  the  office  detail.  The  office 
is  always  busy  and  calls  are  continually  coming  in  from 
emoloyera  for  men.  The  following  descri-ition  is  as  brief  as 
possible. 

;f1  is  the  r^ular  form  of  contract  which  is  signed  by 
the  anrjlieaiit  after  he  has  carefully  read  the  conditions. 
It  gives  in  detail  the  basis  of  operation,  the  oercentages 
on  which  the  fees  are  based,  the  conditions  of  payment 
and  the  nenalty  for  violation  of  the  contract, 

f-'?.   is  the  bl3,nk  which  is  used  only  when  the  person 
seeking  emrjloyment  service  is  not  a  member  and  his  finances 
are  such  that  he  is  unable  to  invest  five  dollars  in  a 
social  meiabershin.  This  blank  is  also  used  when  the  person 
seeking  employment  is  an  elderly  man  or  when  the  position 
desired  is  an  unusual  one  for  which  there  are  not  very 
many  calls.  The  object  is  to  Give  these  two  tynes  of  men 
a  chance  for  eLi-^loy...ont  service  at  the  lowest  possible  risk. 
This  eliminates  the  floater  and  yet  does  not  deny  the  service 
to  some  man  who  may  be  deserving.  In  usin^  the  blank,  the 
man  deposits  five  dollars  with  the  department  and  if  he  is 
not  r>laced  or  nlaces  himself  he  can  demand  a  refund,  which 
Is  three  dollars  and  a  half.  In  this  way  he  secures  the 
services  of  the  denartment  at  the  risk  of  only  a  dollar  and 
a  half  whereas,  if  the  five  dollar  policy  was  strictly  keot 
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Membership:  (Do  not  fill  in) 

Dept..- 

Class 

Card  No. 

Expires 

Name  in  full. 


VOCATIONAL   RECORD 

EMPLOYMENT    &    VOCATIONAL    SECTION 

CENTRAL    DEPARTMENT. 

THE    YOUNG     MEN'S    CHRISTIAN     ASSOCIATION    OFCHICAGO 

19  SOUTH    La  Salle  St. 

TELEPHONE,    CENTRAL    6789 


No.. 


This  represents  YOU.    Therefore,  fill  out  fully,  exactly,  neatly. 


Class 

Expires.. 
Rating... 


Date.. 


.192... 


Room  f  Cross  out 
Residence Home\     one     /  Side  of  City?.. 

Business  Phone May  it  be  used? Neighbor's  Phone Residence  Phone.. 


f  Cross  out  \Widower      Single 

Age.. Date  of  birth Height Weight Number  to  support adults children  \     three    /Divorced  Married 

Month        Day       Year 

Nationality  or  descent. Complexion? Color  of  hair?. Color  of  eyes? 

Where  born? Where  father  born? Where  mother  born? 

How  long  in  Chicago? Where  previously? If  foreign  born,  how  long  in  U.  S.? 

Do  you  use  cigars? Pipe?... Cigarettes?.. How  is  your  general  health  at  present? 

What  serious  illness  have  you  ever  had,  and  when?..._ 

Have  you  any  physical  defects — sight,  hearing,  speech,  limb,  etc.? 

Are  you  an  Ex-service  man? Exact  date  of  discharge  (or  release)? 

What  languages,  besides  English,  do  you  speak? Which  write?.... 

Have  you  ever  been  bonded? If  so,  in  what  companies? 


Any  company  ever  refuse  to  bond  you? Any  reason  why  a  company  might  refuse  to  bond  you? 

(■Regular  listed  member     (  „  1 

JAttend,  but  not  member  \       two"'"'  [ Church,  located  at 

^Prefer,  but  do  not  attend  [  J 

Attend  any  Bible  Class? Where? Hold  any  office  in  Church  or  Church  Societies?.... 

Have  you  previously  been  a  member  of  the  Y.  M.  C.  A.?.. Places  and  dates?  

Member  of  what  fraternal,  social,  professional,  labor,  civic,  etc.,  organizations? ..- 

In  what  part  of  Chicago  will  you  accept  work? Will  you  consider  position  outside  Chicago  and  where? 

Present  (or  last)  salary  $ ...per Salary  desired  $ per Least  salary  considered  $ per. 


EDUCATION 

Names  of  Schools  or 
Places  Where  Located 

Dates  (Years) 

Graduate? 
(Yes  or  No) 

Degrees  or  Courses 

From       1          To 

Public  School  (or  equivalent) 

High  School  or  Preparatory  School 

Business,  Y.M.C.A.  or  Trade  School 

College  or  University 

Professional  or  Technical  College 

Home  or  Correspondence  Courses 

Do  NOT  write  in  space  below. 

^^^^ 


H- 


«T4TkrWl¥Tl          Give  berow  an  accurate,  detailed  consecutive  statement  or 
i  1  Vf  JL  aJ«        present   and    previous   employment.     Begin   with    present   as 

. indicated  and  follow  with  previous  in  backward  order.     Follow 

headings.     Present  employer   will    not   be   written,    if   blank 
properly  filled  out.    Include  Armyor  Navy  service. 

RECORD   OF 

E 

NAME  OF  FIRM 

Man  Under  Whom 

or  Department 

in  Which  You  Worked 

ADDRESS 

Street 

City 

Present  Employer: 

Previous  Employers  in  Backward  Order: 

• 

Positions  After  Application  Filed: 

CHARACTER  REFERENCES:     Give  two  or  three.     Do  not  give  relatives  or  employers  mentioned  above. 

ADDRESS 

Occupation 

_K 

Give  Full  Name  with  Initials. 

Street 

City                     1      State 

=r 

Father 

or 
Mother 

• 

By  what  reading,  study  and  lectures  are  you  seeking  to  improve  yourself  and  increase 

your  efficiency? 

* 

What  do  you  do  for  recreation?                                                                                                                                                       

if  you  had  a  free  choice? 

LOYMENT. 


RPTMlF'lWRPlt  I Hi3  application  ana  rocorn,  with  references  is  filed  perma. 


nently.  You  sliould  in  all  letters  or  irterviows  refer  employer 
to  us  for  quick  report  on  independent  references  and  record. 


BUSINESS 
OF  FIRM 

YOUR  POSITION  OR  DUTIES 

SALARY 

EXACT  DATES  OF  SERVICE 

REASON  FOR  LEAVING 

Amount 

Per 

From 

To 

\ 

i. 

« 

IMARKS:     Give  below  any  further  facts  concerning  business  training,  experience  or  position  desired  which  will  help  us  more  intelligently  to  serve  you. 


(Continued  from  page  three) 


INSTRUCTIONS— HOW  TO  INDICATE  POSITIONS  NOW  DESIRED  AND  ALL  PAST  EXPERIENCE 
Please  follow  instructions  carefully.    This  will  greatly  assist  us  to  serve  you. 

The  letter  E  should  be  placed  before  each  of  the  positions  in  which  you  have  had  actual  experience:  for  example,  E— OFFICE  MANAGER. 

Indicate  ALL  your  experience,  however  varied  it  may  be  and  even  though  you  do  not  now  seek  such  positions. 
The  letter  D  should  be  placed  before  positions  you  now  desire:  for  example,  D— ENGINEER.      Thus  both  the  D  and  E  may  appear  before  a 
given  position,  for  example,  D-E^ACCOUNTANT;  or  either  letter  separately.     Answer  questions  under  main  headings  as  indicated. 


..  ..ACCOUMTANT 

Are  ycu  C.  P.  A.? 

Done  "public'  acctg.? 

Senior  or   Junior  work? 

Completed  acctcy  course? 
....ACCOUNTING  DEPT.  CLERK 

In  railroad  office? 

In  any  other  lines? 
....ADJUSTER 

Wtiat  line? 
...ADVERTISING 

Manager  or  Asst.? 

Agency  experiOiice? 

Written  "copy"? 

Kind  of   'copy"? 

Sold  "space"? 

Done  office  detail? 

APPRAISER 

..   ARCHITECT 

Are  you  licensed? 

Lines  specialized? 
...AUDITOR 

Full  charge  of  audit? 

1  ravelling  auditing? 
....AUDITING  DEPT.  CLERK 
....BANK  CLERK 

VJhat  positions? 
....BILL  CLERK 

Hand? 

Machine? 

Which  Machines? 
....BOOKKEEPER 

Full  charge  of  books? 

On  what  ledgers? 

Used  D.  E.  system? 

Used  card  system? 

Made  Trial  balance? 

Closed  books  for  year? 

Used  bookkeeping  machine? 
...BUYER 

What  lines? 
..  ..CASHIER 
....CHAUFFEUR 

Of  private  car? 

Of  truck? 

What  makes? 

Electric  or  Gasoline  Car? 

Do   epairs? 
....CHEMIST 

Analytical? 

Consulting? 

Organic? 

Inorganic? 

Pharmaceutical? 
..     CHIEF  CLERK 
....CLAIM  MAN 

What  lines? 
. .  ,  CLERK-GENERAL  OFFICE 

What  kind  of  work  done? 
..  ..COLLECTOR 

Installment  experience? 
CORRESPONDENT 

Sales  Correspondent 

Collection  Correspondent 

Foreign  Correspondent 

..... .General  Correspondent 

....COST  ACCOUNTANT 

....COST  CLERK 


..CREDIT  MAN 

Full  charge  of  credits? 
Assisted  Manager? 
.CREDIT  DEPT.  CLERK 
..DESIGNER 
Of  what? 
DRAFTSMAN 
....Architectural  Draftsman 
. .  . .  Mechanical  Draftsman 
. .  . .  Structural  Draftsman 
. .  ..Topographical  Draftsman 
Experience  in 
Tracing? 
Detailing? 
Designing? 
..DRUG  CLERK 

Registered  or  Apprentice? 
..EDITORIAL  V;ORK 
With  newspaper? 
With  trade  paper? 
With  magazine? 
..EFFICIENCY  MAN 

What  lines? 
..ELECTRICIAN 
Kinds  of  work? 
ENGINEER 

Appraisal  Engineer 

. . .  .Chemical  Engineer 
.. .  .Civil  Engineer 
. .  .  .Efficiency  Ennineer 
..  ..Electrical  Enn'-.^er 
. .  .  .Marine  Eiigineer 
. .  . .  Mechanical  Engineer 
. .  .   tVlining  Engineer 

Safety  Engineer 

. .  ,   Sanitary  Engineer 
Structural  Engineer 
S'lop  experience? 
ENTRY  CLERK 
ESTIMATOR 
Whai;  lines? 
..FACTORY  CLERK 
..FILE  CLERK 
.FIREMAN 

Water-tender  license? 
..FLOORMAN 
..FOREMAN 
Of  what? 
GROCERY  CLERK 
..HOTEL  MAN 

What  duties? 
..INSPECTOR 

Of  what? 
...INVESTIGATOR 

What  line? 
...INVOICE  CLERK 
...JANITOR 
...LEDGER  CLERK 

On  what  ledgers? 
.      MACHINIST 
Tool-making? 
Die-making? 
Bench  work? 
Lathe  work? 
Large  or  small  work? 
. .  .MACHINE  SHOP  WORK 
What? 


MANAGER 

Advertising  Manager 

.    . .  .Branch  Manager 

Collection  Manager 

Credit  Manager 

Department  Manager 

Factory  Manager 

General  Manager 
Office  Manager 

...   Sales  Manager 

..MANUFACTURER'S  AGENT 

..MASTER  MECHANIC 
...ORDER  CLERK 
...PACKER 

What  lines? 

...PAYMASTER 
..PAYROLL  CLERK 

...PRINTER 

Compositor? 

Pressman? 

Executive  position? 
...PRODUCTION  CLERK 
...PROFESSION 

Which? 
.  ..PURCHASING  AGENT 

What  lines? 
.  .   RAILROAD  CLERK 

What  work? 
...RECEIVING  CLERK 
.  ..RECORD  CLERK 

Stock? 

Sales? 
REPORTER 

Newspaper 

Mercantile 

...SALES  ENGINEER 

SALESMAN 

City  Salesman 

I  ravelling  Salesman 

. . .  .   House  Salesman 

Retail  Store  Salesman 

.....Specialty  Salesman 

SALES  MANAGER 
.     SALES  DEPT.    CLERK 
.  .  .SECRETARY-EXECUTIVE 
. .  .SECRETARY-STENOGRAPHIC 

...SHIPPING  WORK 

Full  charge  of  shipping? 

Partial  charge  of  shipping? 

Only  helped  in  shipping  room? 
.  .  SOCIAL  SERVICE  WORK 

What? 
...SOLICITOR 

What  lines? 
.  .   STATIONARY  ENGINEER 

Illinois  license? 
.  .STATISTICIAN 
.  .   STATISTICAL  DEPT.  OLERK 
...STENOGRAPHER 

System  used? 

Present  speed? 

Machines  used? 

Touch  Operator? 

Used  dictaphone? 
....STENOTYPIST 


STOCK  CLERK 
What  lines? 

.faiORE  ROOM  CLERK 

.SUPERINTENDENT 
Of  what? 

SURVEYING  V;ORK  (not  full  c 
engineer) 
Transitman? 
Chainman? 
Tapeman? 
Rodman? 

.SWITCHBOARD  OPERATOR 

.SYSTEMATIZER 

.TEACHER 

What  subjects? 

Any  administrative  work? 
TELEGRAPH  OPERATOR 

TESTER 

What  line? 

.TIMEKEEPER 

In  factory? 

In  store? 

Construction  work? 
TRACER 

.  -  .Architectural  Tracer 
...  Mechanical  Tracer 
.TRADE 

Which? 
..TRAFFIC  MAN 

Manager  or  Assistant? 
Rate  Clerk? 
Route  Clerk? 
Commercial? 
Railroad? 
..TYPIST  (not  stenographer! 
What  machines? 
Any  billing? 
Used  dictaphone? 
.  VOUCHER  CLERK 
..WAREHOUSE  MAN 
..WATCHMAN 
..WEIGHER 
..WELFARE  WORK 
..WINDOW-TRIMMER 
OPERATOR  OF  FOLLOWING 
Adding  Machine? 
Addressing  Machine? 
Mimeograph? 
f\rtultigraph? 
Statement  Machine? 
OTHER  POSITIONS  DESIRED 


LINES   OF    BUSINESS    (not   positions) 
especially  desired? 


Write  more  fully  and  specifically  concerning  your  experience,  positions,  duties,  desires,  on  space  at  bottom  of  page  three. 


PERSONAL  CONFIDENTIAL  REFERENCE       ^o.. 

employment  a  vocational  service 

central  department 

The  Young  Men's  Christian  Association  of  Chicago 

SUITE  301.   19  South  La  Saule  Street 


Information  concerning  Mr.  .,,^0  states  he  has  been  known 

by  for  about  years. 

In  what  connection  have  you  known  him — Business  associate? Social  friend? Relative? For  time  stated  above? 

BILITY  If  you  are  acquainted  with  his  work,  how  do  you   regard   it? 


What  kind  of  work  do  you  think  him  best  fitted  for? 

What  are  his  "strong  points"  ? 

Has  he  any  "weak  points"  in  which  he  needs  help? 

Has  he  initiative  and  aggressiveness? Good  judgment? 

Is  he  quick  to  "catch  on"? Industrious  and  energetic?.. 

Does  he  show  sense  of  responsibility? Executive   ability?.. 

HARACTER         what  is  his  general  character? 


..Is  he  punctual?.. 


Is  he  truthful  and  honest? Dependable  and  loyal? 

How  does  he  cooperate  with  others? 

Is  he  responsive  to  suggestions  and  instructions? 

Is  he  interested  in  self-improvement ? 

Does  his  standard  of  living  seem  suited  to  his  income? 

Is  he  addicted  to  intoxicants,  drugs,  gambling  or  immorality? 

What  are  his  habits  of  recreation? '. 

What  is  the  character  of  his  home  conditions,  relatives  and  associates?    

'ERSONALITY     is  his  general  personality  attractive  and  forceful? 


What  is  his  general  temperament  and  disposition? 

Does  he  manifest  a  spirit  of  courtesy? Of  enthusiasm?.. 

Is  he  neat  in  dress  and  appearance?. 

Does  he  have  good  general  health? 

REMARKS         - - L -- - 


Date _.._ . 192 Signed, 


.(continue  on  other  side) 


^sj9t=^ 


EMPLOYER'S    CONFIDENTIAL    STATEMENT 

employment  a  vocational  section 

central  department 

The  Young  Men's  Christian  Association  of  Chicago 

SUiTE  301.   19  South   La  Salle  Street 


No- 


Information  concerning  Mr. 

by 

from  to 


as 
at  salary  of  $ 


who  states  that  he  was  employed 


per 


MPLOYMENT         Are  the  facts  of  employment  as  stated  above?.. 
How  did  you  regard  his  work? _ _ _ 


Did  he  receive  promotion?.. 


Why  did  he  leave  your  employ? _ _ 

BILITY  What  kind  of  work  did  you  think  him  best  fitted    for?.. 


i 


What  were  his  "strong  points?' 


Did  he  have  initiative  and  aggressiveness?.. 
Was  he  quick  to  "catch  on?" 


Did  he  show  sense  of  responsibility? 

IHARACTER         what  was  his  general  character?.. 


Was  he  truthful  and  honest? 

How  did  he  co-operate  with  others?.. 


_Was  he  punctual  ?_ 


..Good   judgment? 
..Industrious?    


..Thoroughness? 


..Dependable  and   loyal  ?._ 


Was  he  responsive  to  suggestions  and  instructions? 

Was  he  addicted  to  intoxicants,  drugs,  gambling  or  immorality? 

PERSONALITY       was  his  general  personality  attractive?, _ _ 

What  was  his  general  temperament  and  disposition? 

Did  he  manifest  a  spirit  of  courtesy? 

{EMARKS         ...- - - 


.(continue  on  other  side) 


Date... 


.192.. 


Signed.. 


'b 


his  risk  would  be  five  dollars.   However,    this   i>alnk  is 
not  used    ^rondacuously.    It   is  only  used  in  cases  as   sutitS^st- 
ed  above  and  then  only  after  the  denartneat  is  certain  that 
the  a'^rilicant  is  worthy  of  such  assistance. 

''3  i3   tho  blank  used  for  the  r^ayment  of  the  placement 
fee  on  enstallments.    Many  raen  are  uiaable  to  nay   the  full 
fee  at  the  end  of  the  first  week  so   streach  the  naynent  over 
Several  weeks.   The  conditions  are  agreed  unon  by  one  of 
the  eniTjloyment  directors  and  the  anrjlicant  and  these  are 
noted  on  the  card  together  with  the  information  su^S'^ated, 
The  last  column  labeled  F.   U.    is  used  to  designate  the 
"follow  ut>*'   and  the  director  doing  the  follo'-?  un  work  t>laces 
his  initials  in  these  spaces, 

/sf4     XS     litiG    itt>T)J.XCai»AOll    TViliUXi     xo     iiix6u.    Ovau    iu,4^G.    l^-MiX^y^A.  ^-^t 

The  number B  be&^i  with  1  and  ran  \x-;   to  99 '':^  and  then  be^an 
the  aerie  a  Ai  to  A9999  and  then  Bl  to  B99')"5  sad  so  en  ut). 
As  each  man  Is  interviewed,  if  his  a^-ri-ication  ic  taken  a 
number,  the  next  in  order,  Is  -ilaced  in  th~  ur;t>or  right 
hand  corner.  This  is  his  number  throuehout  the  file  system. 
If  for  any  reason  a  aan  rere^lstors  azid  the  number  of  his 
annlicatlon  is  fairly  recent,  he  is  not  given  a  new  number 
and  his  old  an-riiication  is  used. 

if 5   and  ''6   are  the  two  forms  used  for  reference  data.  The 
blue  one  is  sent  to  the  character  references  and  the  oink 
one  is  sent  to  former  emloyers.  Two  balnks  of  each  kind 
are  generally  sant  out.  These  are  filed  in  the  emoloyisent 
office  for  reference. 


Firm 
Addre  ss 

See  Mr. 
posi t ion 


Att, 


Hours 


Phone 


Business 


Salary : Max  , 

MlN. 
DATt 


Age       Preference:  Rel. 

Nat. 

Rec'd  by       Fill  position  by 


-^7 


CARD  FOR  INTERVIEW  ( 

NAME 

NOT  APPLICATION  BLANK) 

PHONE 

ADDRESS 

ROOM 

HOME 

EMPLOYERS 

LAST  (on  PRESENT) 

BUSINESS 

YOUR   DUTIES 

HOM 

r  LONG 

NEXT   PREVIOUS 

NEXT   PREVIOUS 

NATIONALITY 

AGE 

SINGLE   OR 
MARRIED 

EDUCATION 

CHURCH 

MEMBER 
Y  M  C  A? 

WHERE 

m 

.^4 


11-1   is  the  form  used  to  list  noaltiona.  The  roquest  cones 
to  the  de->artment  by  toleohona  or  by  oeraoiial  call  from 
the  em^-iloyer.  The  following  inforraation  is  requested: 

a-  Maxae,  addreaa  and  teloohone  of  the  firm 

b-  N::nie  of  the  -person  to  whom  the  ar)T)licant  should  be  sent 

c-  'il'hQ   ooaitions  or  positions  orjen 

d-  The  kind  of  business  in  which  the  concern  ia  engaged 

e-  The  maximum  ^-.nd  mimimum  salary  offered 

f-  A£;e  nerferred 

6-  Religious  and  iiationality  ^reference,  if  any, 

h»  'i^hen  they  wiah  the  -oosition  filled.  Date 
A  notation  of  the  date  vrhen  the  request  ia  received  is 
r>laced  in  the  lower  left  h,and  corner  of  the  blank  nnd  direct- 
ly after  this,  the  director  rocelvlntS  the  request  si^ns  hia 
initials.  A  permanent  tyt>ewrittan  co^y  is  then  made  and 
Placed  ia  the  active  file,  '^en  the  position  irj  filled,  the 
blank  Is  nlaced  in  the  dead  file  and  used  as  a  mailing 
list  for  monthly  bulletins,  etc, 

#3  ia  the  B^neral  form  of  interview  card  which  is  filled 
out  by  all  men  desiring  to  make  amlication  for  employment. 
Every  man  requesting  emtiloyment  service  fills  out  one  of 
these  cards  and  is  then  aaal-^aed  a  time  for  Interview  with 
one  of  the  ©moloyment  directors.  If  his  interview  ia 
satisfactory,  he  is  then  tslven  the  regular  forms  of 

anr>li  cation. 

j«9  is  the  form  used  for  formal  introduction  of  the 
artplicant  to  the  employer.  The  white  slin  is  given  to  the 


PHONE  Central  6789 


FILE  No. 


CENTRAL  DEPARTMENT 
The  Young  Men's  Christian  Association  of  Chicago 

Suite  301,  19  South  La  Salle  Street 


Chicago. 


192_ 


This  introduces  Mr. 
for  the  position  of 


References    of    applicants   are    on   file    for 
employers.       Phone,    write  or  call    for   them. 


at    your    disposal. 


Central  Y.  M.  C.  A. 

EMPLOYMENT  SERVICE 


By 


j=^ 
^ 


SPECIAL  CALL 


fQR    POSITION    WITH_ 


;?EPORT 

Reached  by  phone 
Left  word  by  phone 


I 


No  response  by  phone 
Special  delivery  letter 
Letter  or  postal  card 
)  Telegram 


Summoned  by 
Cared  for  by 
Follow-up 


Due  u 


APPLICANT'S  FINAL  REPOTtT 


"■     report  blank  for  final  decsion.      ,  („l,,,her  in  first  or  ourceeaing  interview)  611  out  this  report 

will  then  be  arranged.  ,„„,  ,m,  jHp. 

To  obtain  employment  service  a  any  later  fliie  you  ujt_ 


Copy  of  ASSIGNMENT  on_ 


_192. 


This  introduces  Mr 
for  the  position  of. 


[{eport 


Reached  by  phone 
i. eft  word  by  phone 
no  response  by  phone 
Special  delivery  letter 
Letter  or  postal  card 
Telegram 


Summoned  by 
Cared  for  by 
Follow-up 


Due  u 


RESIDENCE 


I       BUSINESS   ADDRESS 


AGE  DEPARTMENT 


VOCATIONS   UNDER  WHICH    LISTED 


VOCATION 


MEMBERSHIP  EXPIRES 


RENEWED   TO 


EMP.  PRIV.  EXPIRES 


^/ 


AGE  APH     NO. 


EXPEDIENCE  AND  QUALIFICATIONS   FOR   THIS   PARTICULAR  WORK; 


REFERENCES 

CHARACTER 

HABITS 

ABILITY 

FIRM 

BUSINESS 

ADDRESS 

PHONE 

EMPLOYING  AGENT 


OFFICE  OR    DEPARTMENT 


^Jd 


\ 

19 

0.  K.  (    )  (    )  (    )  (    ) 

Class 

Name 

Number         Firm 

^/f 

enmlo/sr  and  the  greon  alin  is  held  unuil  flaal  declaloa 
is  reached,  When  final  deciaioii  ia  reiched  the  ^^reen  alitj 
is  mailed  into  the  denartaent  givins  the  information 
requested.  The  yellow  ali-)  ia  ko->t  in  the  de^^artraent  files 
Uiitil  the  i^rr^en   sli^  io  returned.  Ia  case  the  G^een  alirj 
is  not  returned  within  aix  or  ei^ht  clays  a  follo-7  ut>  ia 
made.  ':fhen  the  green  alio  is  returned,  the  yellow  ali'i  ia 
destroyed, 

ff\0   ia  a  anecial  call  card  which  is  filled  out  by  one 
of  the  directors.  The  name  of  the  annlicanfe  ia  -^laced  on 
this  card  and  then  one  of  the  girls  in  the  office  nulls 
the  ar5-.licant3  annlication  out  of  the  file  and  an  effort 
is  made  to  reach  him  by  one  of  the  methods  (^Iven   below. 

.-''11  iB  thn   card  uaed  in  the  alphabetical  index  and  givea 
the  information  contained  on  the  a-rolicition  in  brief. 
In  the  lovrer  left  hand  corner,  the  -positions  for  which  the 
a-nlic-mt  can  qualify,  are  listed.  Thia  aervea  as  a  key  to 
the  vocational  file, 

/M;?  is  the  c?-rd  usod  in  the  vocational  file,  A  card  ia 
filled  out  for  every  losition  liated.  A  man  aay  qualify 
for  aeveral  -oositions  in  different  linea  of  work, 

,'M3  is  the  card  which  is  used  as  a  mailinc  list  for  the 
monthly  bulletins  and  other  advertising  gotten  out  by  the 
de-jartmont.  The  data  is  tal:en  from  "7, 

/'1 4  is  the  daily  reirot  card  form  of  men  -.laced.  The 
first  coluan  is  uaed  to  designate  wheter  the  amlicant'  s 
a-o-olication  ?/as  taken  from  the  dead  or  active  file,  X 
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Central  |rDEPARTMENT 

MeSPCnriTian  Qxrociation 


19  Soutli  L^'alU  Street 

Telephone    Central   6789 


RUIJNING 
TRUE  TO 
FORM 


An  advertising  man,  head  of  his  own  firm,  called  on  us 
a  few  days  ago  to  request  that  we  find  him  a 
copyTvriter.   "Your  office  placed  me  in  my  first 
Chicago  position",  said  he  - 

And  he  added  that  he  was  sure  we  would  he  just  as  care- 
ful and  conscientious  in  selecting  and  recommend- 
ing a  man  to  him  as  we  had  "been  years  ago  in 


selecting  his  position. 
with  the  results. 


He  wasn't  disappointed 


Conscientious  and  discriminating  service  is  in  the  same 
class  with  a  quality  product  in  any  line  of  mer- 
chandise; and  Quality  Service  always  has  been 
our  primary  aim  -  Volume  came  along  of  its  own 
accord. 

That's  why  we  still  are  fulfilling  the  intelligent  ex- 
pectations of  hundreds  of  employers  whom  we  have 
served  for  years  -  running  true  to  form. 

We  supply  men  for  Clerical,  Sales,  Technical,  and  Execu- 
tive positions.   By  the  way,  boys  under  eighteen 
are  scarce. 

Yours  for  "Q,uality  Service", 

CENTRAL  Y  M  C  A 
EMPLOYMENT  SERVICE 


P.S.  When  phoning  ask  for  Mr.  Hallwachs  -  Central  6787. 


^)k 


.;} 


Central  .Department 
TliQ  Yduhq  Mlfii^lffliOT      Qiirocia+ion 

oT^mgago  ^ 

19  Soutli  LffialU  Street 


Telephone    Central    6789 


Your  confidential  statement  cojicerning  one  of 
our  applicants,  will  greatly  assist  our  employment  and 
vocational  work. 

You  may  rnp-ke  tliis  in  any  form  preferred  or 
officially  designated,  or  upon  uhe  refer ^ince  lilank 
enclosed  for  your  convenience. 

The  replies  received  in  responae  to  our  in- 
quiries concerning  applicants  are  uniiormly  sincere 
and  complete.   We  appreciate  this  courtesy  and  co- 
operation. 

You  laay  count  us  ready  to  reciprocate  "by 
furnishing  references  on  any  of  our  members  upon  your 
request.   These  have  been  independently  secured  hy  us. 

Your  reply  will  be  treated  in  strict  confidence 

Yours  sincerely. 


CEUTRAL  Y  i;l  C  A 
EIviPLOYIISM'  5ERVI 


Use  OTir  Service it  emphasizes 

SELECTION 

IIWEST  NATION 

SXPSRIEIJCS 

?OLL'>/IHG   OE   IIISTRUCTIOnS 

SEEICIEFCY,    YET   y0IT-C0r.t.IERCIALI3M 

BR.^ITH   OF  SCOPE 


^/7 


desL^n^tes   th--  dead  filo   and  U  the  activo   file.    The  n.ame 
of   the  anr)lic"mt  is  tSiven,    the  number  of   the  aorjiicantion 
and   the   firm  >7ith  rhoni  the  annlicint  his  been  placed.    This 
card   ia  made  out  by   one   of   tho  tslrls   in  the  office  and  ia 
0.   K.ed  at   the   end   of   each  day  by   each  of    the   three 
employment  d ore c tor a. 

■fiyS  ia  a  aamnle  of   the  advertising  used  by  the  department. 

^'16  and   '"17  are   samoles  of  the  monthly   letters   sent  out 
to   th-;   firms. 


Two  Policies  of  Operation 


Membership  Basis 

vs 
Coraracrcial  Baals 


In  order  to  get  our  problem  clearly  in  mind  and  to 
present  a  brief  orientation  of  the  material,  some  of  which 
may  have  been  ^iven  elsewhere  in  this  thesis,  it  will  be 
well  for  ua  to  review  the  policies  or  bases  of  operation 
of  the  t'oxir  associations  which  were  studied  somewhat  in 
detail.  Of  the  four  associations  studied,  three  operate  on 
the  membership  basis  and  one  on  the  commercial  basis,  I 
would  not  raise  the  issue  if  I  did  not  sense  the  feeling 
of  or^ooaition  to  the  commercial  basis  and  this  thesis  would 
lack  something  if  it  failed  to  make  note  of  this  tendency 
and  to  present  the  facts  at  issue,  Asaln  reviewing  the 
statements  or  baa^s  of  operation  of  t!ie  four  associations :- 
San  Franc i SCO :- 

"San  Francisco  operates  on  a  social  membership  costing 
five  dollars  a  year  which  Gives  a  man  all  the  privileces 
of  the  association,  exceriting  those  Included  in  the 
Phyaical  Department,  If  an  ar)plicant  for  work  ^resents 
a  membership  card  from  any  Aasoci'ition  in  the  world  It 
is  honored.  If  the  applicant  does  not  hold  a  mambership 
he  is  informed  that  it  will  be  neceasary  for  him  to 
become  a  member  of  the  association  in  order  to  enjoy  the 
ririvileges.  In  takine  out  a  memberslilr»,  that  is  this 
social  membership,  an  anplicant  is  slven  to  understand 
that  his  member shio  is  t,ood   for  a  year,  that  he  is 
guaranteed  emoloyment,  or  failing  to  clo  so  he  is  -lermltted 
to  return  his  card  at  any  time  and  his  five  dollars 
refUiided.  By  doing  this  a  am  of  limited  resources  is 


asaured   that,  he  is  Aot   soendirig   five  dollarfi  witli  a 
chance   of  not   securiii<i   eiaployment  and  of  not   seei.og  his 
moaey   .acain.    About  fifteen  tier  cent  of   the  men  Joining 
for  eiuploymeat   aorvic?  takts  advantai;e   of   tliis  refund 
p'iviioti©.    It  ia    i  treat  liiaurance  for  us  Jib^-ii^'^t 
coiiplftiinty  lUi'l  fault-finding  and  meets  with  tlie  hearty 
approval  or  'Jiia   uUBixiess  iuen  of  the  city. 

In  oper;^tirc   our  tlpartment  we  are  in  direct  competi- 
tion with  a  number  of  comuiercial   eunlojLient  aGenciea  who 
charge  fi'Oiu  tvienty-five   to  tlUrty-five  per  cent  of  a 
li^an's  fir  at  ii.oiith's  salai^y  aa  a  couuuiision  for   securing 
him  eicploy merit.    It  i&  not  difficult  to  convince  a  man 
the  value  of  a   aocial  liiembershlp  when  we   eXpl^ixl   the  rates 
he  would  have   to  pay  to  these  s^eticiea. 

Of  cjurse  laaiiy  men  co:.i©  to  us  who  are  absolutely 
unable   to  pa^-    five  do3.iar3  for  a  i^emlerahip  card.    In  the 
majority'   of  cases  the  men  are  thenselveu  to  bl'.tie  for 
their  financial  condition  but  we  eJ^plain  to  them  tliat 
they  will   b©  siven  assistance  until   the^-    are  in  oosition 
to  become  i.iember3.    Thio  aaalstance  is  in  the  form  of 
teifiyorary  v7ork  which  will  nay  a  wan  quickly  and  which 
also  gives  ua  a  ch  nco  to  find  out  hov;  earnestly  he 
de^-ire3  to  helrj  hiuBelf.   The  majority  of  uon  thus  taken 
prove  to  be  Just  floaters,   who   eitlier  refuse  to  work  or 
work  H  day   or   so  and  quit.   However  no  uan  can  say  that 
he  was  refused  assistance," 


CI  eve  Land: - 

Dnerates  on  a  Eiembershitj  basis  or  aa  -i  aemberahlp 
privilege  civing  free  service  to  any  member  of  Tihie  or 
any  other  aosociation.    Aside  from  a  little  charity  work 
that  any  aaaociation  ie  bound  to  do  -79  do  not  denart  from 
thia  rule.    Our  der^artroent  r)"'-ys  1^3  own  way  and  renders 
a  great  service    it  a  coniriaratively  amill   expense.   We  are 
given  each  year  a  small  'oercentage  of  membership  receipts 
and   this  carries  this  deoartment.   We  sell   a  great  many 
membershi-a  direct-  a  good  many  others  Join  to  get  this 
service.  We  would  ('1  si  ike  very  much  to  be  forced  to  charge 
fees  for  this  work  though  many  departuients  operate  that 
way. 

The  de^artwent  undertakes  to  handle  a   man' s  application 
only  on  the  promise  that  the  man  ■'fill   cooperate  by 
rerjorting  v>rorar>tly  on   the  result  of  the  interviews  with 
emoloyers.   We  are  anxious  to  helri  a  man  secure  the  best 
oosition  a  riian  can  fill-  we  '^re  not  a  factor  in  his 
promotion.    The   Job  has  a  future-  its  under  your  hat.    The 
de-rvartaent  does  not  guarantee  emtjloyrcent  to  any  man 
aithout-jh  it  will  make  every  -ooaaible  effort  to  locate 
him  satisfactorily.    No  member  can  secure  more  than  two 
positions   through   the  der)artraent  within  on  yer^r'  s  time 
after  amplication  is  filed. " 

Detroit ;- 

"Ooerates  for  the  members  of  the  association.  All  men  are 
required  to  become  members,  .vho  wish  to  use  our  servicos. 


Th-^t,  nienbprahl^  coats   ^7»5'~'   ^or    tb«  ono  year.    Thlo  is 
v^hat   io  usually  known    13  th^    soci"^!  membership,   r)lua   the 
©ntnloynent  -)r 3 v3 ■"©(.•  e.  We  do  not  charge  any  extra  foes, 
Oi.ir  dF^->art.^lent  if?   fl'^lf~su9t.ainin£.   Tho  year  just  clor-of'., 
we  nlaofd  6,97?  men  at  ?n  rn-)roxin?to  coet  of   "^13,000, 
Wo  occasionally  -^.T^ce  mon  when  wo  feel   t3-?at  thoi^  are 
?'orthy,    n.nd  finrl  t.hf>n  in.  gre^^t  need,    re^-^^rdlefls  of  their 
beliit:  meinl>=)ra,    hut  the  real   sjf^rvlco  3n  for  our  raeral^rs, 

Ifhen  we   sell   a  r-erberahlp  3n  the   onployr.ent  c>epartment 
we  «EJnhae*se  that  t^n  man  is  buyinp;  a  znembershin-  not  a 
Job,    If  hp  ban  nit,   found  enploynent  v/itMn  the   first  thirty 
day 3  aftor  registration,   or  at  tine  of  roquost  for  refund, 
either  throic^  our  or  his  owrj  efforts,   ho  may   secure  a 
T'^fund  of  hi  a  member  shi-   fee,    No  refund?,  are  made  after 
sixty  dnyst  '^nd  the  san  must  keep  in  touch  ii»ith  the 
departnent  d?.ily,    ?^ither  In  nereon  or  by   telephone  in 
order  to   secure  a  refund.    The  t)ayp.ent  of  the  neebership 
fe-?  i3  rerjuired  Ur'on  filing  cf  apr^llcation.   We  do  not 
guarantee  to  place  a  I'^an.   O'.tr  emnhasis  ;lp  ^-^I'^.ced   on 
h«Tnir..£   t.ho  man  find  a  job  himoeTf, 

In  regard   to   the  ^ollcy   of  the  r!hic=>.g;o  Central,    rei^ret 
to   say  that  I  an  v?!ry  much  out  of  nyii'-nathy  with  it.    I 
have  no   obiection   r.o   th'=?  nemberahip,    but   I  do  object 
strori-sly,    and  think  it  is  contrary   to   the  Younis  Men's 
Christian  Asfloci-^tion  -orincirdea  to  niako  a  man  r^ay  a 
comiii salon  or  f-^e   such  as  they   chrage  both   in  Chicago 
and  Ne;7  York,    for  recelnins  this   service,    Pundaaentaily 
I    3Ur)'->oae  a  can   should  not  be  asked  to  r^ay   for  a  job  at 


any    Lini'^,    but  of  coxivbq  wa  know  that   l.hia  work   Is  a 
real    aervlc*   to  men  and  must  ba  rtnAC      bv    oora-^one.    There- 
fore at   the  T^reS'^nt  time,    tlio   'nan  'vho  r»e<^e3.vga  tJie 
ij'?7:>vicr;   is?  th^  raan   .'ho  r,fw a,  "     This  l-att-^r  r^aratsrar^h  la 
the  nerflonal  feeTlng  of  H.    i?*,   ?fet_- ■'=*n'=?r» ,    the  l^rdnloyraent 
Director   of  the  AfJaras  Avenue  T^anch  of  T^.'^trclt, 
It  'vas  wy  thought   to  get    the  ji;aterial    from  tlie  other 
as3oci-i.tlon  which  or>eratos  on  tl:.5  cocunerclal   basis  but  it 
has  be-^n  delayed  la  comlnr,   no  that  I  vj^.11   bo  unablo  to 
present  a  di.-Tnlay  of  th?  forran  :nif?.  '-/olicles  of  tlie  Hew  York 
association.   Hoi^ovoi?  I    m  able  to  r.ive  the  b  oia  of  operation 
of  th'-?  Enmloymont  l>'iartrriont  of  the  ?7est  Bi.ie  Branch. 
I^iew  Xork:- 

"^Smnhasia  of  our  work  is  -out  on  our"  oeribors  or  those  "vho 
■!?i3h  to  becoEie  ;rjembero.    Te  heln  others  vrhen  .^e  can.   We 
revai"^e   the  'payment,  of  one  half  of  one  '7=>ekB   salary  ^lus 
the  iiemberohip   of  aix  do^lara  anrt  fifty  oeutsf-6,30)   all 
to  be  naid   'e:ccent   fifty  cents  reeiatratlon  fee  in 
advance)   after  OTcuring  employ aient, " 
Chicap.o!- 

"No  refslatration  fos  is  chan-;©^  but  ree-i^^'^i^'ation  is 
limited  to  members  of  the  Y.   M.    C,   A.    of  Chica^^o,   members 
of  otlier  a,33ociation3  unon  transfer  of  raonibershit)  to  the 
Central   Department  of  the  Chicago  Asaociation  and  if  the 
transfer  value  is  lens  than  five  dollarst    three  dollars 
in  case  of  boys)   ur^on  payment  of  an  amount  sufficient  to 
Give  the  holder  one  year's  regular  membership  in  the 


Central  Derjartment  and  non-members  unon  purchase  of 
membership  In  the  Central  Denartment.  For  nlacenent  a 
charge  excluoive  of  the  meciborshit)  foe  la  made  based 
on  a  rsercentage  of  the  ".mount  of  the  first  weeks  s^aary, 
(See  contratc  aheot  under  presentation  of  Chicago  system) 
P  .ymeat  in  full  according  to  this  schedule  is  to  be  made 
before  or  at  the  end  of  the  first  wo-^k's  work  unless 
S'^ecial  arrangemeiits  are  uade.  'Vhen  a  position  proves  to 
be  tenmorary  through  no  fault  of  the  •oeraon  employed,  a 
nroper  rebate  will  be  made,  but  no  ->osit>ion  /ill  be 
considered  temnorary  if  the  -oerson  emnloyed  voluntarily 
resigns  his  position.  Nor  will  any  position  held  six 
weeks  or  lon<;jer  be  considered  temnoriry.  For  temrjor  .ry 
placement  (less  than  six  weeks)  ten  percent  of  the  salary 
'iaid  is  charged,  payment  being  due  each  T^ay-day," 
With  this  r?cuEife  of  the  basis  of  O'^oration  -ne   are  re'idy 
to  form  our  conclusions  in  regard  to  the  wisdom  of  both 
teses.  Personally  I  am  iiiclined  to  take  aides  with  Vcc,   H.F, 
Wegener  when  he  states  th-?.t  fundamentally  it  is  wrong  to 
make  a  man  ryay  for  a  job  it  any  time.  The  chief  argument  in 
favor  of  the  commercial  basis  is  that  it  raises  the  --lane 
of  your  constituency  and  therefore  the  r>lane  of  your  service. 
It  automatically  eliminates  the  so  called  floater  and  niaces 
a  larger  emnhasis  unon  the  skilled  artizan  and  high  clasa 
mental  worker.  Another  fnctor  in  favor  of  the  coi-mercial 
basis  is  that  it  functions  at  best  in  the  larger  cities.  I 
do  not  think  it  would  be  wise  to  try  and  introduce  an 


ercolo/iient  denartraent  on  the  commercial   basis  In  a  medium 
sized  city.    In  fact,    Detroit's   system  "/ould   se^m  to  >^rove 
that  the  meiaberahlp  basis  otjerates   eiuaily   as  well   In  a 
large  city  as  in  a  small  city.  Cleveland   seems  to  have  the 
best  olan  la  that  their  denartraent  Is  self-sustaining  and 
that  they   ara  able  to  tilve  their  service  on  tlie  membership 
basis,    I  think  that   the  membership  basis  is   the  v/iser  plan 
as  It  Is  primarily  a   service  feature  yet  nreaents  the 
greatest  opportunities  for  the  building  of  Christian  character 
and  for  the  iiifluencini,  of  men'  s  lives  for  Bood.   ^e  cannot 
afford  to  Jeorfardlze  thi3  ODtjortunity  by  practices  which  are 
not  Christian  or  in  accord  with  the  fundamental  r,rixaclplea 
of  our  movement.    All   these   things  r>lU3  the  final   objective 
of  the  Association  must  be  taken  into  conDlderatlon  when 
the  policies  and  basis  of  operation  of  the  emtjloyment 
der>artment  in  any  association  are  bein^  formulated. 


Conclusions 


In  coiiclusion,  it  Is  obvious  that  there  la  a  very  urgent 
need  for  ouch  a  thing  as  an  emr^ioyment  der)^rtment  In  the 
Young  Men'  3  Christian  A.-.oociation  and  if  we  ?.re   ^yDlng  to 
take  advanta^^e  of  the  onnortunitiea  -.thich  this  field  of 
service  nreaenta,  we  must  be^in  to  formulate  tried  policies 
and  methods  and  nrovide  for  an  a^^ency  which  will  sunerviae 
and  advise  the  introduction  and  iaaintenanco  of  auch  depart- 
ments. I  believe  there  is  at  tho  r^reaent  tiiae,  an  Association 
of  Em'-i loyment  Directors  of  yhich  Pred  B.  Wi^ibins  of 
Cleveland  Central  is  iDresident,  This  association  is  doins 
what  it  can  tov/?«rd  a  restatement  of  emnloyaient  department 
policy  and  are  devising  methods  to  get  the  emnloyment  depart- 
ment on  the  same  basis  ?.o  other  association  activities.  These 
employment  men  meet  in  conventions  and  keep  in  touch  with 
each  other  by  a  system  of  exch  nglng  montlily  letters.  But 
this  is  only  the  l)es inning;  and  as  time  goes  on  ^e  ought  to 
see  aee  the  hopes  of  G-eo.  FT.  De  Kay,  Jr.  of  Golden  Gate 
Branch,  "an  Francisco,  reali?.'^d;  i.  e.  "surfuciently 
organized  to  warrant  it  to  an  International  Con-mi ttee  laan, " 

In  the  second  olace,  we  must  do  our  nart  toward  creating 
or)t)ortunlty  for  men  yet  bearing  in  mind  that  the  initiative 
and  major  rea^oasibility  should  come  from  and  be  carried  by 
the  man  himself.  We  are  not  going  to  mak?  it  easy  for  vzon 
to  luit  their  jobs  becuaso  of  the  facility  by  vrhich  they  can 
another  on©,  but  '.ve  are  going  to  lay  the  streaa  on  the 
principle,  "square  '^egs  in  square  holos".  Ultimately  this 
means  a  continued  and  greatar  emr^hasis  on  the  vocational 
phase  of  our  service  . 


In  the  third  place,  re  aust  tak'^  into  coneld-^ration  that 
we  -ire  rendering  a  service  to  the  emnloyer  "'.a  well  la  the 
employee  and  throu^^ih  Christian  influence  and  the  ^srier'^l 
atmosT^here  of  the  aasoci'itlon,  are  able  to  raise  the 
atandird  of  workmanship  -rnd  unconscioualy  create  a  better 
and  frequently  an  more  brotherly  spirit  between  theae  to 
conteatin^i  ^artiea,  There  the  eruDloyment  denartmont  has 
teen  ^iven  a  fair  trial,  it  has  -proven  it  a  worth  and 
business  men  welcouie  such  a  Christian  influence  in  helping 
them  solve  some  of  their  employraent  -.roblems. 

Lastly,  the  basis  of  operation  -'hich  seems  best  and  mofit 
satisfactory,  is  the  merabershin  basis  and  in  ^-^ lacing  our 
employment  de-artraent  on  the  member shii  Imais  -.-e  are  d:^in6 
a  gre-it  de-il  toward  securinG  its  recosnition  as  a  regular 
aasociatioxi  activity. 

I  have  not  dealt  with  the  -roblem  of  the  emnloyment 
director  but  tho  suceoa  of  the  department  is  rooted  in  him. 
It  io  not  a  field  for  the  young  secretary.  The  rise  and 
fall  of  the  cle-oartnent  rests  ■•-ith  the  secretary  and  where 
the  secretary  does  not  have  a  broad  knowledge  of  business 
and  industry,  is  not  sympathetic  toward  the  yoUiXSer  men 
ann  continually  striving  to  develOD  hia  own  faculties  of 
lud^ino  character  and  helnin^  youn^:  inen  vTith  sometime  a 
vexing  mestiona,  the  department  for  vhich  he  is  reSTjonaible 
io  likely  to  fall. 


Bibiioerat)hy 
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Asaociatlon  Year  Books, 

"How  the  Bm^loyor  Can  Saf esuard  A  Mail'  s  Job" 
By  John  Calder-  Sm^vey,   October  15th,    1922. 

U.S.   Bureau  of  Labor  Reports, 

Chicatio  Derjartment  of  Public  Welfare  Report, 

The  following;  are  the  five  men  with  whoa  I  have  been 
correspondiiig  ind  to  'vhom  I  vi  very  grateful  for  the 
generous  assistance  v^hich  tney  imve   so  cordially  given. 

Geo.   H.   De  Kay,   Jr. 
Snployraent  Director, 
Groiden  Gate  Branch,  Y.M.C.A. , 
San  Francisco,   Cal. 

Pr^d.    B.  Wiggins, 
Employment  Director, 
Central  Branch,   Y.M.C.A., 
Cleveland,   Ohio. 

H.   F.   Wegener, 
Smploy?3eut  Director, 
Adams  Ave.    Branch,  Y.M.C.A., 
Detroit,   Mich. 

S.  G.    Deniaon, 
Employment  Director, 
Weat  Side  Branch,  Y.M.C.A., 
New  York,    N.   Y. 

J.   P.   Hallwachs, 
Employment  Director, 
C  entral  Branch ,   Y.  ?i.  C .  A . , 
Chicago,    111. 
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